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l; N * of. the project ig I974) and to provide ‘a spurcebook of -ideas
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Historical Pefspective’ SEREE

Prcject Skill wd§ developed /in r sponge to a concern for expanding

‘of persons-with disabilities.

As

the employment opportumitie
growing attention focused o this

-

population as,a virtually

untapped mdnpower tesoutce;]ptoféss‘pna&”rehabilifation personnel

as well as parents, and the ndiv{duale themgelves became mor
vocal about ‘the.lack ©of transitiodnal training and adjustment

e

. opportunities for persons w
conceived in order to test

3

|

th disabilitjes.

Project.Skill was

be féasibility of one approac¢h to

providing émployment for this poﬁulation.
was marrowed to persons_ eit g‘,mildly menta
restored emotionally distur eﬁf

Funded through the United Statés Department
.of Research and Development |and operated by
the project began on Apfil 5,-197%. Origi

The locus.of attention
lly retarded or *°
\ A =

..

of Labor's Office .
the State of.Wisconsin,

nally slated 4s a =~ -~
Wwag to'define and .

fill 94'permanent entry lev
positions; while proViding
v‘suggortive'setvices to each

two-year-demonsttatipn, itdlspecific target

The 1initial coée concerns o
“followin¥ questigns:

I Wisconsin state.civil service

transitional training, adjustment.gnd
project participant.pnd employer.

f Project Skiri were to answer the

¢ el . - ' =

r's gystem?

}s pombetikive empioy%ent“énd dconomic independence-~more
ning and work adjustment activitieg

°

1)
attainable when trai
. are part of an employe
" 2)- Can a tivil service 8]
. of less severe mental.
» persons? ;

" 3) jﬁs the rehapilitation

lyoretarded and emotionally disturbed

ydtem adabt to the employment needs

. TN ‘
e .
)

proqeés enhanced when the client is

being trained for a specific|available Job in a regular work
setting, .at the same ¥ages: and privileges_as persons who are

“\

, hot handicapped? .
;%he Project was clearly one
letters o£.inquify grew in vy
from- states spanninh border
intensity and dlversity of @
_ one year later, thé“Dépgrtﬁe

|

of-tEé first of its kind in Ehe nation;
olum' over time and eventually came -
to border and coast,to coast. The 1
utside inferest was-so great that,

-

ent of Labor ‘developed a 15-minute - =L

KN




" ilmograpﬁ which® detailed qiguif{eant aspects nf Project SkilL .S
~ .operation. This betamu.ag invgluable" too;,4along with the ‘First
- - Year and, Interim Repoqts) for dﬁsseminating fudrtional 1nformation.
! about 1ﬂ; program. - R s

M . . . L v, e
. . . . v

Y

“The 1mplementaczon ofe Prolect Sktll hag resulfed in a variety~of 0

. outcomes: p . 7 . . *
l@ »

1) The prOJeCL 3 suclesgful” n}acement of over fOO persons 1nto‘
" . permanent state employmenc resulted in the commitment by
¢ ‘ the Sta%e of Wisconsin (Departments of Health &nd- Social .
Services and Administratlon/coopenatlvely) of sufficient,
siate revenug, resources to gontinde Project, skill-as an
gngoing, program and expand ‘the foeus of effort to persons

of all ﬁlsabilities, in addition to persons who are mentaIiy
. . . - or emotionally handicapped. o . -

e v

v ‘ *2) A model dissemination effort which was fosmally launched

o, - b by a five-state conference which lasted-two days in mid-
LK ¢ . September, 1976. This conference is being followed up by

on-site staff visits to each 'interested state cap}tal tp
. meet~with appropriate agency and community* personnel to °

work out implementation stratggy., t

.// ,3) ‘A special project funded by the Wisconsin Governor's
Manpower Office to extend Profect Skill to cities and
counties, using Comprehensive Fmployment and Training
Act funds to subsidize partdgipant salaries. Fomnal,
. o ‘cuoperative. agreements were developed with "Job Service,
T ‘y_ thé Divisiog of Vocatienal Refmbilitatipn and local Mental
’ : T Health/Deveprmental Disabilitiés Boards. The project hagg -
funetioned for 1 1/2 years in the, balance-of-state area
(49 counbles) The cooperative .agreements have’ yie]ded
the most effective vehicle for assuring services to trainees
‘over a vast grographical area. . The next yeat's efforte
- " inyolve a similar effort with regard to the state' s n1ne

cy———

prime sponsors . 2 . !
. S

W

- .

’ ' 4) A one- year Intergovernmental Persqgnnel -Act grant %o implement
~ a focused affirmative action effort within state service

‘P (’” : for persons who are handicapped: The end pfoduct of ‘this

T, project will be twofald:” a data ‘system which will allow

| « tracking and" statistical analysis of numbers of appllcants
and employes who are handicapped; and a training package

~ N ' for’agency affirmative action officers to use for managers,
LA . supervisors an# other hiring authorities to provide informa-
. . . tion.on potentialities of handicapped workers, legal .
. ' responsibiligies and functiona¥ ways to appgoach reasonable*
¢t accommpodation. The final packagé deweLpped 111 be such «
o ’ +* 2, that it can be used by ofher states and loca units of ¢
. ' government if they'so desire. + . ’ .
’ ¢ . . ; 3 h \‘
v r . - .,
. . N . . ’
. 7 , |
- -2 - . |
- ) - ) Y ! .
N -, - MY
PN . i L /




"Project Structire.

. . . ~ . 4 - oo

c .l -Qverview of Project Skgll v " T .
. Project Skill staff developed jobs in state civil service
h ‘ . , hiring units, obtained commitments for trainee positions,

- i ' set ‘up special civil service examining procedures, .and recruited A
. . o, eligible applicants. . d

' . Project Skill experience spows the -value of providing the <

. following supportive services: L. . . © e
. ; . . . A\ N ? s R ‘ .

1) Orientation for supervisors in methods for trainingoand K ;

supervising the target population, and in some cases,
. ) . assistance with the actual training ;

\

- . N ' 2) 'Appropriate'orientation_for Co-workeraito aild in the
B - . @djustment of the trainee to'the‘work gltuation.

- -

. . 3) Follow—up with both the trainee and the supervisor in
S _ the'eafly etection and amelioratioh of problems which ’ ’
may affect guccessful employment

J4) - Provision of joU ad justment counseling

. ‘
*

-

5) Refeptal of trainees to other supporti e and volunteer

N .services. ' .

. ! D g - ’
’/ﬂ%ﬂn‘~\\N\\<\\\\\\ Project Skill staff are'housed'in Madison, Wgzconsin, and ‘provide

most supportive services to trainees in the Madison area.,;In

:—y—-‘.&-—h‘__.. _—
-
~

' ‘ other areas, arrangements are made locally for provision of some \ '
s .o or all of these services. X .
‘ . v .
' ' Staff Requirements and Duties ° . - ‘ ..
. ! ] . K) . - , . -
e, ; . ) Director: Responsible~for overall project management and , o o7
direction, coordingtion of functions, and 1laison.with cqmmunity

and state, agencies. “ L 3N N
. Job Developer -Respongible. for securing civil service position .

, ’ . commitments from state agencies, performing task analysisg of . .

’ committed positionsﬂ;gsaiating personnel officers in processing

positions (certifiCation request, announcement, training agreement,

w7 ' con ract, etc.), and coggulting on potentdal job restructuring.

o

e ] i Trainer- -Counselor: Provides technical information, and liaison
. and consultdtion Lo staff, aupervisors, personnel officers, etc.,

R . . on rehabtlitation and disabllity-related issues. Responsible
’ y for the provision of training and supportive services for trainees. e
. : Deuelops training agreements for all trainees. Devel%ps and
- ~_c - 1implements training programs for trainees. . ,
~ . \“;“&;'“"‘\'h - d -
. . ’ e P
Q > .~ -Tyy ‘ 8 ’ o

l,. ) ” =, ‘
LA . 7 provia: ic . . .
. "o v

-




.

[ . , v . 1y -° /
K . . ’ . ’ .
. Tra ner—Technig{an: Provides training to all %upervisors, as £ g
. : WZL‘ as to, traineg co-workers on request of a supervigor. . ' :
" ©o Responsible for training and supportive services’ for pafticular
.tratnees. Develops anq_impleﬁents'training‘prdgrams for trainees., °* .
- ¢ . . - . ]
' Intake Coungelor: ~Re§p6nsih1e"ﬁor contacting teferral sources; s )
) assu;gsuthat‘népessary'informitédn is‘gaﬁh%red‘on_all applicarts; !
.~ + assures thatwapplicants are certified before competing for a . ‘ﬁ”uf ..
. .position; performs intake intervted; §éta,up and implements -
oral examinations, -and makes darrangements sfor supervisory - .
interview of final candidates; assures that supervisor has all e -
vital information on individuals.finally.chosen for the position,
7 . - . ~ >
Crerjcal §dppo}t: Provides for public information and other
‘contact With the' public; maintains and ‘sectires fileay dssures -
1 information flow to appropriate staff; handles Procéssing*of N ‘
L all correspondence ghd'reports; keeps track of staff travel”
N ) ¢ “‘andeyhereabougs. T « .o . y ‘ ' '

! Administrative Organization o o "’ ) .o

-

-

— The projch is administratively loeéte&—w&bhin*thg-?ederzr’;“" -
Manpower Rrograms Section of the State Bureau of, Human Resource
\ Services; 'in the State“Department of Administration. Historicaily,
the 'Federal Manpower Programs Section® has administered several' '
manpower programs targeted .at state civil service employment, as

well as jobs in county and “city units-of government.

~ . , - -~

-

S The State Bureau of Human Resource Sérvices is‘unge; the Division
s T of Employe Relations. The State Bureau of P rsonnel_?ISO comes
under this Division. This qrnangementigfg?i es greater access to

thé workings of the state civil service system, and has been most ‘ *
helpful to Project Skill. ' '

o . N - t

»
M .

s - The Evolution of Subsidies for‘Tnainée'Waggs

s
-

. T . During the first two years of operation, Project.Skill funds
provided the salaries of trainees for. a training peried of up
- * to six months. This subsidy was offered as &n 4incentive to )
- 5 ‘employers, to minimize any perceived "risk" in hiring Project
‘o " Skill trainees. The salaries were at the minimum wage. ’ -
. 'y Subsidizing of training,?wage§7 was discontinued on’April 15, .
. .1976,, the end gf‘ghe original grant' period. ‘ - I soo
> As 1is the tase throughout most of the state civid gervice system, . ;
A trainees’ were then hired into existirig budgeted ‘positipns. They -
? # began as trainees for the glasstfication for which-the§\were
‘hired, and as such their béginning wage was one salary rangé’ \ . /
v ]
bélow,tbg starting wage for that classification. Tﬁé'training .
period lasted a maximum of six montha, with a raise after three !
& months.. = . LS * '
\ T . ) P . . ! . [ .
- The decision to discontinue the training subsidy out of’Project
) ' Skill funds was due to the fact that Project Skill tkainees |~ . ' -
by M (4

' S o | \ . :

hSY

'
pmm—




employes, hired thr6qgh traditional methods. Agencies, therefore,’
«  were asked to.pay fér this productivity. °This also prg&ided a
test of the Project Skill model with a reduced budgetary cutlay.

* + were able 'to. perform at a level that wa} very fhear that of

Experience without aubdidyihas shown that agencies will hire
Project Skill trainees in regular, budgeted pesitions. However,
Jab development becomes more difficult. Subsidy dufing the ;
‘training,period 1s the ideal‘siﬁﬁapibn, nd those¢ seeking to
replicate the: Project Skill model’should explore sources of

" funds for this purpose. Although not abéolutely essential to ~
the operation of the project, subgidies havé been found to be

, helpful. N ‘ ST ) ;

[ 3 A : » . .
.

oThe Evolution of Project ,Skill Training

- .
s

The first Project- SKill trainees, a group of 15 Building
Maintenance Helper Trainees, began in the ‘Stmmer of 1974, .

" The project plan at that time was for Project Skilr/étaff to
be involved in actual "hands ,on" training af trainees. As
the trajinees reached a minipum level of competence they were -
to ber moved into,job openings. s -

. <
. .

After initial exﬁerieﬁé% with the first group'of trainees, the
on-gite gupervisors began providing the' actual training, with
technicgl assistance and support from Project Skill staff.
This change was made because Project Skill staff could not
duplicate’ the job knowledge of the actudl supervisors for, the = °
variety /of "jobs that would be filled. Also, ‘employers preferred
» to do their, own training, which.dégreased the necesgity-for
re-trajning. Experience hds shown that with assistance frem - .
’ Skill staff, supervisors can train handicapped petsonsT—j

' - .
M ~
. ¢
, ¢
.

el . . A .
v Becguse Project Skill served ags antintermediary between meatally
motionally handicapped persons and the State of Wisconsin
as /an emnplpyér, it’needed the tooperation of many‘diffqgent :
ag nci?s‘/nd groups in order to succeed. All such groups were
ied during the planning for the project. Their support
was enlisted, and cocperative arrangements made. Cafg.was )
-taken ‘at éﬁljstages to keep these groups informed- and iq;?1Ved.

ionghips with Other Qgﬁncies v . .

o

L
[
»
.

Projectd7éill has worked ciosgly.hféh the following:.s

- Governor's Office. . . ' . o
" - Division of Vocational'Rehabili;ationfz;—vf

Dl'isionvof.MéntairHygieng . 2
State Bureau of Personnel L LT

State agenqy personnel offjices R
W&sconsin Association for Retarded Citizeng ° T ) )
overnor's'Committee on Employment of Persons with Didabilities

10
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) v oo . s
o .t ' N k4 ' . v
- Rehabilitatdon facilities T (oo s N
© - Affirmative -action- units. . AR o N .
! A ’ . l . - ’ L}
~Advisory Board* . .. 4 ] e . "

. 3 -

AAn.impoftaﬁt "avenue for..eatablishing dnd haintainiﬁg community
%}nkages is the establishment of an advisory:board.: The advisory,
oard &an provide outside guidancé for policles-and procedures

- and help communicate what is.h~ing done. The Project Skill .

Board has pgoyided essentlal advice and support. T, «
.The followinéxbonstituep;ies were,represented-bn’;heﬂfréﬁgc{;’.
" $kill idvisory Board:  * - T T

) A
- U N ~ - . .
- Project Skill trainees . : ‘
' - State Manpower Council . . ‘

- Staté Job Service T e . '

/- Stake Division of Mental Hygiene | * ‘
- State Division of Vocational Rehabilitation - .

" - State Bureau ‘of Personnel e Ca . :

, -.State AFL-CIO , L AR

= State Bureau of Mental Refatdation '3 . SN
- Jewish Vocational Service ’ . b
- Governdr's ommittee ‘on Employmehg of the Handicapped ot
- Monroe County Opportunities Center . i

. - U.S. Civil Service Commission
* - University of Wiscohsin Rehabilitqrion Research Institute
- UW-Stout, Materials Devélopnient ,Center . ’
‘ -'Madison-AssociatiQp for Retarded Citi?ens..

[y

' Puglicifx ) X o " . ‘

- . s ‘ .

It is.idportant,,esﬁecially when a qew,pfogram ia‘initiated; T .
that’the public be effectively inforied of the goals and structure

of the project. Project Skill's public informagion reseources
- Angluded-: N v . ) -
.+ = A 16 mm+filmograph deécribing the pfojéc@, used during, presen-
tations to community groups . ' .

-.Presentations to commund’ty groups, such as Assoctations for -
Retarded Citizens, and pfbfessionaL organizations,, such -as
tife Wisconsin Rehabidldtation Association
- Newspaper articleg, ‘one' featuring a Project, Skill ‘trainee, and
describing EHe’impact’of‘eMplbyment on his 1ffe
Radio and- television talk shows snd shoit spots
«Btochures highlighting the purposes of the project.

\

i
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Resilts . .

L) ]
*General '
—"__r— o~ .

stconsin state agendies have reqponded to Proiect Skill - 105
persons have been placed; 65 having‘been diagnosed as- mentally
retarded, and 40 as restored emotianally, ill.

, Among the positions filled were Building Maintenance Helpers = *
(Janitors), L.aborers, cle 1 workers (general clerical and ‘.

"+ tybists), Faod Service Workers, and Laundry Workers.  Over half -

of the.positions were Building Maintenance Helpers~(6l);

next largest category was oletical workers (20). . , > ‘. ~

Placements were made in 16° state agencies; the majorit} wére in .

the Department of Administratiop (39) and the, Department of .

Health*and Social Services (33). )
. N .

The wage level of Project Skil1l JObS has been’ dhe of th:{keys of

the project”s succees, and has been a maJor “factor in’ the -

rehabilitation of ‘the trainees. Fgrnexample, the base salary

for the two 1argest Project Skill job categories was $3.83 per

hour - for- Building Mdintenancé Helpers, and $3.09 for clerical

. workers.: The’ aVerage'hourly wage fdr all Project Skill hires

was $3.50 per hour. - = ; . - R A

*

}t JEE also found that Proj ct Skill trainees- stay on the job [
after placement. Of the 10 persons. hire 652 were .still on
the job after one year and' 10 months. & q: - L ¢

. ps

gwo other, findings regqrding retention Qp 6he job are significant

1) Only, five persons have.left their jobs after completing

> . the training period, of up Yo 4ix montHs: Fhis: éhowg the

importante ‘of § pportive services durtnghthe first. féw
months of employmen +Also, any losses Xn training time

. retained weref pt to" a ~minimum, . )
2) There was little difference in the'retention rates of the
. two'target groups served. “YApproximately 67% of the hires *
who were, emotiotally disturbed- were retained, as were 637% |

. . of the re9tored emotionallyuill. P .
\? .:* - . b ' N
Cost-genefit . E - A .y
\é P -, . v ee / = . ’.'

Vhat- were' Lthe costs of Projegt $kill? When dollars and cents -

figures weré .agplied to th benefits to the: ‘public of the program, -

of operation, it was, sibwn ‘that $.63"
returnedn. -This analysis included

and compated with the cost
of eyery dollar expended wa

Pal

s

T ,and salaries’EEfn% on traineee who were not going be .. '
e

v
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» a great deall of interest and dre pretty ‘gung-ho.' 'They!ve

. A X

.

’ Cfigures from_tﬁe first two years of the'project's operatiop.

Costs, included the entire budgetary outlay for that period. .
Benefits,'included payments trainees had ‘received during the
year prior to, being hired through Project Skill, from such
‘sources as Aid to Families with Dependent Children, General
Relief, Division of Vocatidnal Rehabil tation, and Social
Security. State and federal taxes paid by the trainees for
‘the first year of employment werg also 4included.

+

“Comments from: Supervisors )

. N 1 ) N . .
‘Another indfcation of Projett Skill's &uccess is seen in the
comments of supervisors who have hired Project.Skill trainees:

- . ‘ . . ’
"The attendance has been very, very gaod. It {is. probably
bétter than- normal attendarnce, and they certainly hagve shown

gotten along very, very well (with other employes). There
is no distinction between the two different types. I think
the program is a success. I'm amazed that it would start
out this well. I assumed when we started this program that
At would be a paying proposition. I didn't realize that it
would be so soon." ¢ \ . 3
- 'Chief of the Material Handling.Department

7 Federal Surplus Preperty Program .

- - Statg Department of.Administration
’ (The Federal .Surplus Property Program has eight Laborers

and one Stock Clerk hired through Project Skill.) | B

"Productivity in our operation is a very exacting measure.
Each position has very definite scheduled duties, sthey have
very definite time limits to adhere to. All the people in
any program go inte a vacant permanent position. They have
to perform the: duties, fulfill the scheduled rgquirements and
their ratings are based on their performance. Their (Project
Skill trainees) performaﬁ?ks have in somé cases exceeded -the
regular employes; then in ‘other cases they have been somewhat
lower, but in-all cases without any exception they have been
acceptable.” - . . 3
- Deputy Chief of‘Property Tanagement
' Department of Administration . -
¢The Property Management office has hired lsiBuilding
Maintenance Helpers through Project Skill.) .
When cémpared to regular workers she*(Prbject Skill trainee)
is an average worker. 1 would consider her an excellent traifee.
_ Her attendancé and punctuality:are righ? on the ball-every time." .
* - Supervisor . |
' State Microfilm Lab ,» .
{The microfilm lab has hired a graphic reproduction aide
> through Project Skill.) ’ s v ’

.
. N > - .
. 2 - .
- M .
. . .
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good suecess with the program.

" is subjected.

' recommend the program and, if thed occasion arose, I would not '

-

L]

"The overall performance has been quite outstanding for the J

majority of the Project Skill trainges. 1 think we have had -

" . "

- Custodial Supervisor \ ’ . P ’
Wilson Street State Office Bdilding N .

P 1

"We hired a Project Skill trainee as a full time Xgrox Operator,
not with trepidation or prejudice but with -some mental reserva-
tion, the reason being the pressures to which the Xerox operator

- ’
‘s ~e

As supervisor of an employe from Project Skill, I can strongl)

hesitate to hire additional individuals at ‘any level." ‘ N
- Administrative Assistant - . - -
bPublic Service Cormission ) ¢

VFrénkIy, I don't think we were lucky. .[ feel ;hac the *>process
used,was effective in producing a dedicated performer. I'm
not going to make a Series of grandiose statements about’ this
clerk. TInstead I will 1imit my remarks to a few factual phrases:
learns and retains, follows instruetions well(il cgpletes all .
assigned duties in“good time frames, establishes priorities,
uses all free time in self development programs, getendagnce and
punctbality is above reproach, adheres to all rules and regu-
lations religiously , 9 : ,
ke \

All I can say now is thankq for a goaofi’Clerk 1 trainee.

-+ Assistant Project Director .

- WIN Program

oy — . .
"I have recently hired the fifth Project $kill employe within - . .
the last 10 months. Three of them have successfully completed
their training in the receiving and issuance section and have
been placed in permanent budgated positions. -Without exception,
all five have shown average to excellent results ‘in quality and
quantity & work accomplished, in attitude, cooperation,” .
attendance and punctuality.. The acceptance of these employes .
by their cn-workers is-excellent. This project has been a
huge suctess. T certainly hope it will continye."

- Chief, Receiving and Issuance Section -
" Department of Transportation Y '
‘ ? ‘ .1 e °
a ) ' . C
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. .- SECTIONII |
JOBDEVELOPMENT . - -

* [

Job Jdevelopment, a key to the Success of Project Skill, was '
the process by which permenent state civil service job openings
were obtatned. It involved persuading civil service hiring
authorities to utilize the project as 2 source for filling

some appropriate vacancies. Job development was the major >

responsibility of the Project Skill job developer.

]

% . . . .
Lo . i Gaunqg%yppon
. . . .
~ided by an executive owder Zrom the Governor of Wisconsin AP ,
which mandated affirmative action for the handiéapped, Project N
Skill began soliciting job cocmitments from top agency admin- .
istrators. The success of the first trainees provided some - 7 - ' -
- concrete examples for use in further promoting the project. )
. . . t o . .

After gaining top f;vel'support, the project focused on gaining
support ‘from all levels of personnel involved in.hiring decisions, ,: '
particularly agency personnel officers. Their sugport was gained

through periodic contact by the job developer, either by. telephone

or-in person. These contacts helped personnel officers to think

about current job openings that would be appropriate to commit

to Project Skill. ; . : R
- -*» . . e - .

Agency affirmative action officers were also useful contacts. -~

Once convinced of the project's viability, they became impoztant oo -

allies inupersuading their agencies to commit positions to ghe
project. Many affirmative action officers screen all of their
- agencies’ job openings to insure that affirmative action.recruit-
% - meat policies are being followed. In this screening process
' chey.often contacted the job developer with leads-for possible
position commitments.,

It soon became clear that the probability of a successful .
R placement was enhanced greatly ¥f the supervisor of a2 position <.

committed to Project Skill was convinced about the value of

the project. , Job development contacts were also made with

- state agehcy supervisors, usually at the suggestion of the ot

agency personnel officer. If supervisors could be sold on the

‘program. they would ‘often requestithat Project Skill be used,

when they were ready to fill ot vacanc ies.

-

.
*- - - . -~
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/ ‘ S Tools, Techniques, and Selling Points .y . .
2N y : ’ ’ .
- / . . ‘. ’ » ]
: Information on Job Openings R . o’
/ . \é. * -
Lo _ The project's-close organizitional relationship to the State
7/ _ Bureau of Personnel proved useful in obtaining opportunities " ) ,
* for dev€loping jobs. Listings of job classifications witkin - o
/ h brained 11 formati he number .
/. / each agency were obtained as well as information on the number .
/ ’ : of annual vacancies within each classification. This enalled )
//' emphasis and priority on units that were likely to have open

positions which could ke filled. Coupled with a monthly
listing of jeob openings from the Burtau of Personnel, this
allowed staff’'to make timely contacts with personnel officers
and supervisors vha had appropriate job openings.

' Promotional Tools

.t I3
4 ~ - -

In making contacts with potential employers, various promotional
tools were utilized. They included a brochure (Appendix A) : »
, ’ which explained the project and fts benefits (updated periodically ,
i ‘ to emphasize results), a film ahout the project which could .
P\Q“\\ e T _~be used for group promotional effor;{, and”a sales presentation
L]

whioh included pictures of Project Skill trainees on the job. T

*
- >

* Seliing Points - . .
:'. ) . J
JIn the early stages Sf the prOJect, the findings of prewvious
research on employment success, and charactesistics of our target
- population were Used. For example, the project emphasized to

potential employers that

’ q‘i) Some studies have shown that persons who are.mentally ,
retarded possess high degrees of clerical apritude, “a_
. mechanical aptitude, dexterity and ocher types of skills;' et
' - ? ~ . _
A ©2) .In occupations_drdinarily showing a high degree of turnover:, !
. ! qualified workers who are mentully" retarded tend to excel i

L® - [

. 2 . 3) Their attendance record usually is better than average, :
< - and that accident and loss rates are lower. . '>
Data on the results of Project Skill became an effective selling '
. point. Information on numbers and types of placements in each -
agency, ¥etention rates (which for some job categories were higher,
« than for non-Project Skill hires), testimonials from' supervisors
of project trainees, and cost-bengfit ratios showing that the -
program was cost-efficient in reducing expenditures of public
“ money ‘v extremely useful. .‘ .
Pointing out the services provided by Project Sfill also served
to persuade hiring authorities to use the project as a hiring ‘

2
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resoufbg; It was egpha§fzed_:hat throuéh intensive recruiting,
candidates who were capable”of doing the job would be found.
Agencles were informed that Skill staff could help them moveé ‘ -
the required pzperwork through the civil service system, as'Well
as assist in prepardng and coqggctidé the civil service examina-
tion. Tt was also stregssed that ‘staff were available at the
final .interviews for consulcation and advice, and that follow-
, T through, tncluding counselinyg and referral to supportive services, ,
) would be provided for the part? alar applicant hired. The fact
s that co-worker and %uperviscry training was provided by Skill .
) staff “was also reassuring to the prospective employer. Many of
. the app zhensions £&f niring authorities were overcome when they
lecrned frop the job development efforts that‘thesseryices of
. - & staff which was experienced in working with the target popula-
tion were availabie. <. ’ A

PR

v

Anothel selling Daiﬁ? whizh becane a greater factor in developing . 2
19bs “or Profect Tkiii wae an executive order issued by the
Governnr of Wisconsi{a wnick mandated affirmative action for the
“.andicapped. Zxecutise .rler £86, gated October:7, 1974, has
teen an zdded incenti.e for agencies to use Project Skill.
This order (A.penddix 3) ca%fed for all state agencies to *
implement affirmative action pregrams for persons with disabilities.
Executive Order #86 was strengthened by Executive Order #9 ' !
(March.26, 1976) which further defined agencies' roles in this :
regard (Appendix C). . The conteat of this mgndate was carefully

" reviewed with ageneies. Recent federal regulations which define
the affirmative action requirements of the Vocational Rehabil-
itatidn Act of 1973 brought renewed interest by.state agencies
in hiring the handjicapped. :

<

7 ' . L]
Projepﬁ'Skill made, a_point of 1nforming agencies that ir could
be an important”reg¥urce in their affirmative action efforts for

v personsg. who are handitappqﬁ.

/ - . ~o. A

.'Cementir)gtheCommltment . -

*

- ’
Once an zgency agreed to commit a positien ta é}oject Skill . )
. definite follow-up procedures were followed to insure-that éhe .-
L . i " _position would be filled in an efficient and timely manner, that .
. civil service.procedures were followed, and that referral~ ' ,
sources would have.adequate information to base referrals on.
I ® ~ \
¢ . These procedures were: ' . -

- -

X~ v Letter of Intent < When an_agreement to commit a pdsition to
Project Skill was reached @etween an agency and the job
developer, the hiring authozity was asked .to send a memo

to the_pfojecc gonfirminé the intention to hire through -
Project Skill. This procedure was instituted to alleviate . IR
any possible misunderstanding th8t might occur. g |

‘e

-
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- .
) . Job Analysis - For each pogition conmitted to Project Skill, R
, .an individyalized, on-site job analysis was done’by’ the job v
N . developer. The supervisgor of the position was interviewed
’ ) and the job broken ddwn into specific tasks and duties.
: - The work environkent was observed’ in order to provide gn © . N
) indication of the psychological climate of the job. For -
. example, answers to the following questions were sought. L
: What would be the degree of interaction with co-workers, or
- J the ublic? What would be the nature of the supervisxon’
“ What “were the attitudes of the supervisor° The information
: gained from the job analysis was used to assist referral
.sources and the Project Skill intake specialist in making
' . decisions ag to whether or not an individual would,be an
N ' appropriate referral for the position. . -
. . 4 - ~In the case of positions for which the availabiiity of
qudlified applicants was uncertain, a preliminary check
& ‘'was ‘made with .referral sources. If qualified—applicants.
were not available} the agency was informed that the vacancy
could not be filled by Project Skill at that time. This
rarely happened, however. On one occasion, after a job
N . analysis was done,.it was decided-that the position involved-
. too much pressure, and wou¥d not be appropriate for Project
’ . - Skill. This was then explained to the agency and was seen
) by them as evidence of the project's cargful Screening
. procedures . ' N R
. . Job Description - Using information gained through the job .
: ) . analysis, a deétailed job descriptfon was prepared. The
w job descriptionm included'information (such as the psycho-
’ - logical envirdnment of the job) which went beyond what was S
< m“,_ ordinarily in a civil service job announcement, and was used
' " - as a tool by referral sources when doing’initial 'screening
- ) of potential applicants v
8 2 b '
. " Job Announcement - The formal civfl service job announcement
was’ prepared by the Prgject Skill job_.developer. The project
prepared the arhouncément to insure that, the specfalized
z . wording necessary for-Project Skill was included The

a

4 * additions to the usual anqpuncement format are as follows:
) N 1) The job title needed to include the.designation "Trainee,"
R . i ”Exceptional Employment," and "Project Skill." 'The
s . - Exceptional Employment" éesignation refers to the fact

that applications would only be accepted from persons
in the Project Skill target group.

*
I3

L < 2) The gollowing spectal tequirement was also included as
Y part of the announcement :

. SPECIAL REQUIREMENT: Pursuant is. 'Adm. Code '
' Chapter Pers. 27 and in accorda with the State of
Wisconsin Affirmative Action Policy to asdist

- . - . e .
.
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l - c0nqideration will be given only to applicants . , ﬂﬁg?i%
" diagnosed (pt certifigd) as mentally. retarded =~ ° . e

border I'ine retarded), ot- as emotlonalky

PP s
R Project Skijf Agréement - For each .position committed to . S
3 Project SW4ll, an agreement was worked out between the project ' * . v
“employing agency. Thie agreement defined the terms .
”job Commitment end'spelled ‘out the responsibilitxes k
oth parties for tne’uuration of the traxning period, 7
I " and the subsequent probationary period. {, o : )

.

. - . .
- . . ~~‘

The agreemeat (Example... Appen41x D) ¢nphnd€d the following i -

[ _*‘ O/ -
. . _elements . . fe ] . .

= The scope f the agreement; a short étstement ‘on the
. .. purpgse of the"greEment < N .
. ’ . A geheral statement ‘on the purpose of Project Skill . :
- A définition of the tra‘ning\period. . K e .- :
I - , '~ Theltrainee's salary, .and expected salary progression.. o PREE-
: . - The procedures for recruitment and selection of trainees. ' o L
3 : . - A statement about how trainees would be certified as - ST
. ,eligible for Erojeat ckill . G J oo
. - & listing of the Project Skil&_reporting requgre%ents. - o s
- . The basic requirements were- that the agency vould ‘provide T o .
the. project with copies’ of all personnel transactlons ’ ; g
s - « involving'the trzinee, such as the lettefs Sent to the ™ R
. trainee notifving him/her of starting emphoym%@t, reaching
probationary status, reaching permanent ciw
status, and termination, if necessary. )
N ’ .= The specific informat;on on the _positiodn. or T .
o committed; sugh s job. title, number of gos;tions,i, . -
, . £ . 'st%rting wage, and hours of. work. ‘ *‘*@ S Tooe ;
S - A L - “The signatures of the Projed Skill director andian -0 -
€ L St ,' - agency repreqentative, usually the pe:sonnel officer‘, .

- »

o~
.
-

. - . -

, Job Restfﬁcturlng and’ Accompodation - Job restructuring - or,° o ﬁiﬁz
v T o ,l rearranging the Job duties of two or fore positionstd make Lo R
AT © . a position that would.inolude oply duties that could’be L A
. , " performed by ‘the target. popnlatioq ~ was ‘not done byubroJect Ly A :
. s Skill. The positions committed were such “that, witlfproper/ - . ".‘
R . lpeérbitment, they could be filled without” altering bagic job . .
BTN et desariptions. *This proyed to be valuable’fBecause job = .
LS o restructuring was seen. by supervisoxs as a COmpIicated and - - T e
T L disrupting proceéure, o N S I N

N
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The purpose of récruitment| and’ 1ntake
,with trainees who could, with proper
meet. the minimum requirements of the j
selected.

-

Thé'élgmente of this prog

1) Recruftment -

2) ‘Pre-screening .
* 3) .Civil service examination’

4) Final selection 7 '

s
- . ™

A

.o C I‘R‘ecruitnjent

. ' ¢ ‘5' ’ N " -
Retruitment in Project Skill was limited to persons diagnosed
By a developmental* disabilities or mental health professional

‘as either«mildly mentally retarded or.restored emot fonally- ill.,:

Limited recruitment of thisftype fs”alloqu .under the Wisconsin Lz

civil service system, and isiauthorized By the WlsconsinA ’
Administrative Code, Rules o

Pérsonnel

.rx‘

" In ordcr to reachﬁthe tanget»pv ulationy referral

*be developed.

~-All agencies and-

ersong who work w

'.

the Director of the Buresy Qf é&‘
The speclgic rulel is 1nc1uded as Appendix”

. o

Jw&

yrces must
1, the mildly

mentally retarded and/or restored emotiohaIly 111 were e

contacted as. potential referral so‘{ces for Projecf*Sﬁlll"

‘. &

-,
2)

-

7

-
Y
-
.

~

3) Association for Retatded Citizens

/o) - Mental

health cénters '4

- -

f'_“t' N
= \

H ' i !

,Division.of Vocational Rehabilitation (most teferrals
came From -this source) :

Rehabilination factlities (i e., Goodwill Industries,g
_Opportunities Centers, etcx) ’

5) Specia1 eﬁucation counselors and teaéhers in’ high schools
and vocational schools

6)
" ° - thd
9

- . . .

215

Work . Incenti
7) Other special pr:E&ams which serde the ta

< N
L T

A .~
o PR

. 1

¢ T e

. C.
:
- N .
920 ...
¢, vt
;

LA
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rget groups. I

t /: !

ate Job Service (employment.BErvice) offiqﬁs. including
g

(WIN)*Program
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%, When the project began, meetings were hgld with alll feferral ™ - -
M sources to explain the.project and an'swer questions about
‘ T referral criteria and 'pro.cédures. Ongoing contact and dialogue 1 °,
. 2 L with ref%,r;al . sources wds necessary to prevent misynderstandings. . -, PR
. ‘. . TFor exapple, misunderstandings can occur regarding the charac—~- . :
‘ -~ * feristics of an appropriste referral, or what background infor- - _. - T
Coo. . © <4 mation gbsut referrals i5 needed. o -
S . . — ot R . P R . .
S N Meferrals to?f’rojac,t“Skﬂ’l occ wed in two. ways: g . o
i , DL I e - s ) ) : R s ‘E? . e O
S, __:- . ’ 1) g@.érralsﬁwef’» sent to Project Sk;lllawhenever the referral . . %
- : - srurce hgg @ person who might, §ualify for an opening which - A
@, T : ¢ Project SEill might ‘develop, in the fugure. ' This provided . S
- : I\_- " . - ™7 apool of applicants from W}\}ch’. Project 3kiil could draw. v S
P ' oo o ol ' ' . A
SR 2) Othér referrals were sblicited by Project Skill in response,’ "2 - if.0
. +, ° to'a specific .job ennouncement.  When Project Skill, ': < ‘3.";_ S .
L7 U ) .«r'ece:Lve_d 2 specificvposition commitment, a job Jannouncement, ' o '
. o ".w . "vas sent ' to‘all reférrai sout;ce;s'. They tmﬂ'.provided o L LTt
. .& ) - Projget Skitl with referrals of persons who would- be . - e =
N T L appropriate for thé positdon prior to the deadline date PR
-0 "", \\Of the job afliouncement. . SRR . o ' TR e N
L A , A DU L o . W
v AR SN - B o N  Imbortans b o oo - T T e e
L., Both kinds of referrals were {mportant,! Having a pool "of e
’ "%22@"*‘*‘ ‘ applicants allowed the project to respond with assurance whel§y .~ v
. - ., %$pe;cti,ve enployers quastioned t{hgther or not qualified . R
. ! o » applicants were available for a particular job classification.\ ?
-, L It is impottz@ht,“llowever_, tﬁat applicants’ expgctations are pot *. L R
_ . 7+ raised too high. They need to umderstand. that there ar®no,- - - v LT
L ., « .+ _ !~ guardntees that-a job will be developed .that they cosld qualify. R .
A .~ 7+ “for, and that assurances cannot be »given as to how long the R N
o, . wait might be before applicants are notified of an opening. erT e ;- o
2 . - o . % . - . . . 3 : $ - ,"'f' \-‘_ . - ' ,"
: o T Ever Wwith a’pool of appligants, it was essential to continue-, L ‘
- .sendir%-a.nnounciement’\;' 0f each.-opening te referral sources, - _ - PR ¢
L - and not rely ‘solely om oﬁ{, files.. The annountements prompted . K .
K ~ .the referral sources, to réfer. pergons that they had not -referred” La L L
S .earliet, ,either because “qdditional (?—liex{ts_ha_dj"re'cﬁé.ntly_comé BRI IR
T L to them, or they had hot previously &pnsidered Project Skill.. ,\\ T
ey e e R emee ST TR penenaeres Trgieeh SN 2 s
‘ .o ' O - ‘ S - i L ‘
' L PN 2 j’fvPre-Sc.reening Lo S BRI
. o ;':,' P T : : - B 3 ' < , C— ' e 2 R , < -
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Ve S e, T R 7 e - - oL Ll
- e ,fr’e-screeningj for Prgject Skill consisted of -two elements: . r .. Lo v
e "I . 7 .1) collecting dsformation about the applicant’ that: wotld be ) oo
W . . uséful“in &v4luating-hig/her suitability for particular Projegt " "*- . ST
. openings, and in wdrking with the individual after 57 5 % W . S
S . * he/she is hiréd; ¥nd 2) ,conducting a'p'qei-s'cne'ening.-iacegvﬁew.w-? . .; B
’ - Coe e 1 S - . I e Lt T
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» fication of disabilitl (Appendix H).

-

- to adequa-tely tolerate the stress of Full~-time employmen’. .

L performanc

“ 9

,'.Cbllecti“rfginformatigjg' % 3

.}.

R‘eferral .sources assistede the applicant in completing 'the
following o Q‘ . -

\W
. o

<« °

* "«&r

. . {‘
da. A State of ‘Wisconsin Application fgﬁa Employment. It
was especially important that this fdxm.was done nea‘tly
and completely, " became the ini't.glal’ eontac§ documént
. for prospecti mployers. ,,r»-" L- s
“, N
2) A Pro_]ect Skill Application Fétm (Appen'd‘fx F). This form
prov%ed the project with needed’ informat'lou not included
on the State Applicatiqn. T i

.
&

"

N
.

. >

i

. 3. -

&

A Release of Information Form’' (Appendix G)' v Thts anabled
"the projes# to obtain further needed 1nformation not ; )
available through the referral source. /_,—._\

~I‘hg reﬁerral source/also, provided Project Ski11 with-"a certii—-
"This ferm was completed.
"by.a qualified, person within the -referral ,agency, using ‘medical,
psychiatric, “and other diagnostic information. The certiﬂication A
was necesgsary “as docum‘entation that; epplicants were fr,om the
;argeted population. ) a
aﬁ« at
Although the Orig°inal certification served the ‘z:ui'pose of" i
'estaglishing a'statement of. elig,ibility, in spme cases dertain
ap‘plioaats’ and trainees proved to be unregdy for ‘the* training
program, Therefore, referral sources.were. asked-to add the
fo\lalowing stafement: "The applicant is willing and t o'
enter the: ‘Project Skill training ‘program, and can be’ expécted

‘ &
» o

Y

s .

-y ¢ s .

v

~
(a3

In addition it i important for tbe referral source.to: probide
copies of ‘all pertinent medical, diagnostic, and. evaluation . .
material that they can legally pass on.  This* ‘includes physica1’
-capacities reports, psychological. évaluations, rehabilitation :
‘facilities. reports, and reports from: vocational assessment
.centers. Reports can be helpfyl” in many. waysu €.8., a physital
- examination could indfcate cerfain physical limititiohs.such»as
restricted ability to ‘stang for over an hour; a psychological
evaluation might 1ist a-re atively low reading 1eve1<pf 2.6 °
grade yet state that there 1s. evidence that the applicant can
" learh an' uns ééled Job through oral. instru on,and, demonstration, -
‘a vocatdonal- rk.ad justment progress sumina ¥ could. give evideace L
that thedpplicant has reached a near-competftive . level & swork
and jqd adjudtment. :When'‘other: types of. evaluative
material are old, or incompIete, the referral,soutce must: prbvide .
their own’ impressiong and’ recomhendations. The adddtioﬁh
documeatation “requested from referral.sources is descfipeg

»
"
-

R
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: -Wr1tten testa or performance.evaluations were ‘also u ed when

A
.

b Wie ¥ e et e o o
.

Pre:Sbreening Interview

A pre—screening interview was held with each person who applied
for a Projact. §kill job. 1In this interview, ‘the project. was
explained ‘to the applicant. Tt also served to put him/her at.
' ease and@gain any additional needed information Qn interests,
skills, past experiences, “and other conditiops thdt rust be ., i
tdken into consideration, in. job: placement. For- example, _infor+
mation 11sted on -the state apr'.cation's work history and othe1
trainifg Sections was,.often incomplete concerning vocational &
assessments, work adjuetment and training. . Transportation -
should bé discussed with the applicant sq that adequate™ urrang
* ments can be made $o ensure that, the trainee gets to and from’
work. . — . - N Yoo .
! '# 4 . ., - . -On
The pre-screening interview also-setved as a "dress rehearqal"
ggr the more~“formal oral evaluat#bn which was to,occur later.
s gave .clues Ea\ghe applicant's‘verbal skills, coopérativenes
stress tolerange, -and interest”in the partieular opening for -
which she/be was being égnsidered If it appeared that the .
' applicant Had been inapprdﬁriately referred for a. position,’
this Fact ‘was discussed with the referral source... The referral
source then discussed the situation ‘with the app¥icant.’
Applicants who insisted on going ‘through wifh the civil servic?
examination were allowed to do so if they met the minimyum
‘ eligibility requivements for the job« This, situation rarely
occurred’ in any explicift- way; when it did ‘the chances were the
applicant was~ ranked relatiyely low.C . Los -

.
. . ' .ol . : e Y .
e .
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Ci.vi_} Service Examination

s~ - - - .

. ; ’ . . o
. e g
@he né*t step in the intaKe process was a Jcivil setviee exam—

" ination. The most typieal type. of'examination wag an orai?
gvajuation, in ,which a-panel df;‘:p or three persons inxerviewéd

e

the. candidates. Questione were tailofed to the job-being j
eXamined .for, and +<he game ques ons were agked of each applicadt
Each applicant was then 31Ven a numerical -¢c4vil service score. |
Applicauts were ranked-on such factors as past work experience'

- and: training, attitude toward” and%understanding -of the job, and

- personal characterisﬁics such as stress tolerance’or health : :
Jimitations. The evaiuation factorsegre listed in .more detail}
_on the Applicant | valuatdon Sheet (Appendix J). Project QFQLI'
“staff usually served as members of the okal evaluation panel,

:although partigipation by representatives ‘of 'the employing ageécy
was encouraged. R L ! -
. . .." l Lo ‘. - ,% . b .

Project Skill and/or the hiring agencyjconsidéred .them to_be
important’ seleqti factors. These were usually apprOpriate
"modiffcations of existing tests, devised An cooperatiOn with tH
State,g,,Bureau of irtsannel.

LR YR R Y A=
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A civil service examination given for a Project Skill position
often resulted in the establishment of ‘a civil service regisrer.
v-With registers-exam sgores and ranKings are valid for six months
for other job openings' in the same job classification. A record

Oof the registers, with names and expiratiop dates,\was kept by
the Intake Counselor. Procedures—for £i1ling any position.

" covered by a register then entailed certification~of eligible -
names-from the register and scheduling these#beople for a job
interview, a considerably less complex precess. Establishment
of a register eliminated repeating the t£pe~consuming steps of .
job‘aﬁnohnceﬁent,‘}ecruitment, screening, and otal—é&aminatiqn

* for every-job filled. - ’ . ) )

. . x ® o~ “

-

,A;featufe of the,yigcbnsin Personnel Rule whichrgllows Tecruitment
to be limited to a target, group is category certification.

e Category certification expands the number of applicants who are

certified fo an“employer as pligiblé for a particular position
from the ‘usual three to a minupum of fivey In this system the

» categories are:, Catégory I - scores of 90-100, Category II -
85-89, Category -II1 - 89+&9: etc., .with-above 70 considered .
passing.. In the. situation where-one vacancy exists, the top

vcategory is certified. If this does not yield five applicants,
agdditional categories are certified until at leagt five applicants’
are eligible for the .pesition. ,For example: 1if on a particular
exam' three people had scores between 90 and 100 <F15uf‘pgople
had scores between 85 “and 89, sevenh people would be eligible tq

be-intefviewed by the-hiring-authority. g

’

. ! . .
Category certification had a pasitive effect on Project Skill
in two ways." First, employers were more tonfident tﬁht,thex
would get ‘affifacceptable candidate {f they had more perséns taq
éelectffrom.” Second, At allowed more, Project Skill applicants

i "i-to feel "successful" by beifig selected for the final intérview.

. . - .
. -
$a

N .
r

C e
", FinalSelection

. ey, T ¢

~When Thé civil\s¥rvice register was\estatil#shed,” it was.the - -
employing unit'3 respons bllity to congact Prgfect Skill ‘applicants
for the final selection interviews,+fThelfiring decision rested
-with, the ‘employer. - A Projecds . person < usually the .
intaké .counselor ~ was present at the final interviewsi_ A -
. ;fémiifg;jfapeggng'moral support for applicants helﬁgg put them
“dt: edse go that they could do their bestis.” e

. [ ” A

. - . - e ST e
K The'qujéct~Skfil-qta£f person also served as a donsultant to the

.* employer, interpreting étregglhs and weaknessés, ‘and alerting.

. v

* + - ¥ supervisors @nd agency representatives to potertfal problems.

_* For.example, physical disabilities or ined:l,catidns'wh'ich,c.puldw T
¢ affect thé(waﬁlagsigpmegt were explained, as was the general
category of disability (¥etarddtion or emotional disturbance),
- ° 1~t6/.’ " {;}- ’ - "‘/ o ,.. :&\2’:‘ , (h . T s ~ -‘-‘ : ‘
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in non-technical- texrms. -When a.fital selection was made this - . <.
, information was transmitted to the Project Skill Trainer whé . . ’
would be working with the agency and the trainee. The actual )
, . + training process .then began. -° . ‘e ' - : .
o - i - P . - & -
Py —  Feedback to Referral Sources .. 4 B -, o
i N . T ¢ R . . v ] 4
. v . . ' ..
. v+ '« - A thread runnhing through the entire recruitment and intake - :. v
e -, process (and,, ifndeéd, the entirea project) has been the need- »
.o *® for “qnstant communication with, and féedpack to“the. referral .
‘ S - ; sources. They need- to be informed ‘about the applicant's g ~ } -
. #  performgnce in the pre-screening, oral exam, and‘final interviews.- i C .
T o This gives, the referral sourcés valuiible informationgwhich v
T can be used in-their continuing rehabilitation effort  with .- ! A
. - “the individual. For example, 1if the applitant's intarviewing \ w
~ ,* skills are not good, the referral source can sel up a program _*° R
7 to -improve thems 1In this wa¥ ‘all applicants to Projeéfiskill': » :
o ) * " received a service, whether or mbt they were -successful in : -
: ; obtaining employment through Project Skill. . i ~
= . K < ~— :
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Training includes activities which focus on the pre traiding .
and, training’ process."These activities include providing

" e information, instructidn, and discussion sessions for trainees,

’ aflﬂraining directors,’ personnél mdnagers,

o

.. co-workers, supervisor

administrator/, project staff and referral agency pe‘rson;nel \
- e a

N .
s ° ®The ma.terial in this- section of the Yeport is based on two and .’
. a half years' gxper‘ience with the projedt. Some- -procedures ‘have -
. -+ worked well, others have not. The genera«l«*con’lusion is- that  °
v . particular sciédzles and reiationships can be varied somewhat -
with individual situations.
following séem to be necessary . o

b TN T
. . LN
- A4 .
s .

' 1) Understanding 'bgKall REy persons of their responsibi.’.lities ,

‘v 1 -
2) An effe,ctive communication sy'stem._ - ,‘ o

]

‘A’ ¢ l, .

. - e - o .
. . ~ . 3 e
- i i Y " N *

b :‘:" Al r.‘ ¢ ':> : . : T '
; Pugposesof Trainjng » -~

» ) ) . N

Orientation :

rientation involves familiari\zing individuals with £acts about

. the trainee amd the t:raining program. ®fientat fon. is’ ‘necessary’

Qso'everyone who 15 {n a positfbn to ififluence training progress

. has the information needed to miake wise udgn;ents regardi;ng the

J project and’ their role in it. For gxanp!

-
" An administrator needs to

-

e E
k#bw general ‘goals of thi project

\!m relationshlp to aﬁfirmativq action m&ndates

e ) ‘A persontél managei' needs to know an appliga

to decide if he/she. c‘an fulfillpthe posi\tion

A traﬁrpe need&to know'.work rules if he/she \i\mexpected to .
follow them.

¢ -

t 8 job potent;lal

: ’
CA . al-“. I

. s e : e V‘J. ’ .
- Skill Training . R / e
‘Skill training (the formal o,r semiformal instuuction in tasl’c

‘procedures) is necessiry to ‘teach- tffe trainee, dccepged ways of
doing the job. Py . -

‘.

In all situations, however, ‘the - °,

—

< -

requiremem}s.A» S
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A 1 -Adjustment ' . . ;;\\ .
S Adjustm?nt %gfers to thé.acquisition of acéeptable behdvior .
for the work setting = "fitting in" and "getting.along."” 4 -
S~ The trainee's behavior reflects attitudes.about himself/Herseif,

_~ o ‘the work, co-workeérs, and supervisors. Without a reasonably
: . positive approach, the trainee, despitethe learning of skills,
may-well resign in diScouragement or- be termiRated by the emplayer. . Con

N °

. : . .
. . . - . . »

Orientation/Trainfng . ' N ' L

-

. . ~ . v, : .
- Admihistratori///”~ ' -, T . .
- L L4 - . - . /

Top agency Edminfgtrators shouldybe informed about the program .

by:letter from fhe project administrators. Follow-through g . {

meetings are then arranged. The actual orientation_of agency
s . — or .unit staff, when, supported by the administrator, gives )

: backing to the project, and lets the employing unit staff ‘realize -
that administrative gupport-is given to the program. =it may i} ‘
- » be desirable t¢ have the administrator give a preliminary state- VR

' ) ment at an orientation meeting. Here is what was dore at one

-«

. : institution: . ' BN
\ - . : ) .

-An initial agreement was made betweer the administrator and ‘ T

, ~"the project job developer to hire a. trainee. Since this was - - .

") the first trainee in.this setting, 'and there was considerable d

\ . . - Bpprehension among staff,~ it was agreed that a meeting of a )
- . - representative of’administfatiqn, personnel, training, andg

- ) ' . supervisors would be held, Jithfproject*§taff‘presenting ST
. dimensions of the program and angwering questions. A one-hour >

Te s " session was held which included the showing of the'filmograph . . e
- . &“,ébbut the project, an introductisn .by the employer's trai%ing ¢ : '
T .'directory‘and‘a;preseﬁtation of about ten.minutes each from * . . A
the praject job'déveldper and trainer. A question and: answer - . v )
A N . 'session followed for about a half Hqg; during which severa]l ' | s
- . SR issues were raised concerning the aB?lity level of the trainees, . oo
- special conditions such. as"whether trainees can have more days v s
' ' - -off than regular employes, -and the roles of supervisors dnd o -
L s project staff. The session served”to: provide fnformation -
I and’ to air out some of thg'concgrnS'of employing unit staff. , ’ ’j\:§
Personnél Managers R T _ =

. . " -

. . . o i . ’ - - . .

N Orientation of perscnnel managers begins with the contact by - _ A
. +. . the joh developer:'yho‘might‘be'gccompanied by'a trainer, Not « - » ¢
o - Y only a descriptfon’of the overall program but discussion of- L, . o

Co - potential &ra}nées and their abilities and needs is important ) v
-. to the personnel managérs' unﬂéfstanding‘of and cooperation with - -
) sthe project. ,The personnel manager may decide that’ the appropriate e
. S, approach. in his/her ‘setting would be to have a formal orientation :
L . " such as the example described above. Co-worker orientation may ~ il
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be decided upon after discussion with individual supervisors. -

‘The personnel manager may decide that certain supervisors N

. are more likely to be helpful and proficient at training than
other supervisofs. Lo \ .
Sugervisors - ’ Yo ' a
Semiformal Training Program: o 7

.

Early in Project Skill's implementation, staff and the Advisory
Board recognized that a specific structure was needed to help
supervisors.more effectively train persong who are mildly
”retarded or restored emotionally disturbed. They felg
a training program.was needed to dramatize for supervigors the
need for training, clear instructigns, and a positive-work

qiimate for all employes both handicapped and non-handicapped.'

They ‘also felt the training program should ﬂnclpde préctical
suggestions for training the mentally handicapbed .
-
One result was the devising of a Superviser Training Manual*
which the ‘trainer/technician used in a number of settings.
_ The following outline, in modified form, describes the format i}
of the two-houx, group sessions ‘for supervisors:

“—71) Introduction of leéder an&”group members; defin{tions of
purpose.

2) Prqlect_skill filmograph and sharing of comments about

- © trainee progréss from supervisors who have already -

trained Skill partiaipants.

«

3) Exercises - = '
N i . RN A . o )
( - Timed test “(Appendix K) followed by distussiom of
How trainees react to pressure, how, intense pressure
. Lt _might” Interfere with productive work-.performance
- ¥, .(anxig€ty arousal) and how'a trainer might 1essen

. "=.. -this anxiety. ‘-

, 7 Towel folding exercise, (liustrating 1ndﬁvidua1
approaches to a particular task (different ways of:
folding) and consequently the need for step-by-step
planned traiging for proper learning’to occur.

* . This is related to supervisory tesﬁonsibility.
- Taking directibns™®xercise, where the group follo

[N

o o vethal, directions for tying an underwriter's knot

(Appendix ). This illustrates that pace apd clarity
aré fmportant In piving directions. The non- ° -
handicappéd can usually absorb from three to six
‘ : simple instructions before_conf sion begins. This
T is an opportunity to empha?iz that Skill trainees
-may take longer to learn the tas‘{sxwto be performed

* Supervisor Training Manual April 1975, which is available

* .from Project Skill headquarters in Madison, Wistonsin.

«
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. handling of their~traimeeg.. Although general orientation

Past experfence has shown that trainees can blearn

and <¢an reach an acceptanle level of productivity.

This goal is reached By establishing a consistent

. tfaising’ gdogfam.
’ - Rolexplaying, where a’supervisor teaches the under-

R . . writer's knot to a new ehploye. This provides an

opportunity to discuss specific ways to simplify

communication and effect.iearning.

1 4) Discussiqn of legrning principles and lecture on
: compopents_of training (Appendix M). .
. Specific 4nformation Regarding Indixldhal Trainees ’5. )

Supervisors waht\zery spbcit guide ines regarding the’ .

. is important, speciﬁic information regarding the traineé
- - 1s essential to the supervisor, for helping in the trainirng

process. The folLowirg information should be gLven to
supervisors: -~

. s ¢

L ’ 1) An explanation of the trﬁinee s physical’ disabilities

. which might affect the work assignment - epilepsy, for

It is imporjant for the supervisor to know about the
medication and- what to do if a seizure should occn;;

.

- 2) A statement about the ‘trainee's general category of

LRSI disability, e.g., retardation or emotional disturbance.

The focus should be on specific behavioral components:
e.g., eomewhat slower in learning new tasks than the
average person," or "'needs matter-of-fact praise,

R : e fairly frequently, in the beginning of training.
~ T . The fpllowing types of information should not be given to
T -- .3+ -- Tsupervisors: . ~ -

1) Diagnostic categories, e.g., Schizophrenia, or Passive
Aggressive Personality. Generdlly, these labels tend *fo
cause fear or coffusion among supérvisors. There is a
misunderstanding of the~meaning of these -terms and .
generally a gelf- fulfilling prophecy may operate where
poor behavior is expecxed t*is better to explain
‘certaim likely behavioral“.domponents and suggest measures
. the supervigor might take, e.g,, "if the trainee tends

tends to isolaté: himself/herself make gradual efforts

to talk to himfher and include.him/her id group discus-
sions," or, “the:trainee responds best if he/she- knows
- that not phoning when 111<wi11 result in toss of pay.,"

uw
i

2) Intelligence Quetient (1.9.). Mere knowledge ‘of an I1.Q.
score often’?Esults in arbitrary e“clusion from certatin .
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example, even though well controlled, should be discussed. v
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- tasks or discussiqns,'ané leaves out of considefration : ,
the individual adaptive dbility of the trainee. 1It.is . .ot
ot .better to tell the sypervisor, e.g., "Joe can learn, - ‘
= ) the schedule besﬁ'if'zgq#go over any new assignment.with

him several times, Baving him repeat it, prior to his ,

r

v

up’ gradually from:then ona¥

the first nighty anq eas

(beginning the task. Cheti;on.his work about -each hour

The principle Projett Skill has followed~has beeh to give * b
Information which 1s useful, necessary, or helpful because C.

it 1is diréctly related to training success. . - . -

" Co-Worker Training and Orientation - - " ‘

Soon after the supervisory trainiﬁg started, the projéct staff
became aware, through feedback from supervisors, that co-workers
were beginning to guestion this special training. Tfo respond > '
te these questions;and to-strengthien commitmentoto the pré]ect,
"okill staff designed a co-worker training pFogram'to be a com=
plement to the program provided fo supsrvisors. In both cases,

the training was designed to provAde information of the capabil-

ities of the population and insights into ways to respond to - P
potential “situations which might arise dagipg training. ’ Co

. . .
Co-worker training was first instituted at one of the State's .
- residential institutions when it became clear that one of- the . >

S -

Skill trainees was receiving_host{lé”teasing from‘qp-workers.
With'the support of the department administrator, co-worker

training was introduced. \
* ‘ - - = - ’ .

- s T g - L) - .
Co-worker.training was a modification of tHk supervisory training.~s
The following-agenda was<often used: .
- Introduce group and.disguss\the Wheel (Apﬁéndix N). °
7 - Then follow same sequence as for supervisory training ‘up :

to the role playing of giving: instructions for the under-. )
“:- -writer's knot. The sécond half of. the training can utilize:
a.y Climate rcise {Appendix 0) == )
b.” Word gamzqéﬁggendix P). _ : .
-, The session can then be conciuded with specific' information . ~
‘on the’structure and purpose of the project itself. : . -
. The orientation of co-workers was it the discretion of the ‘super- -
" visor, personnel manager, and ‘the project trainer. Some super-- . .
visors prefer to say nothing to their staff. other £han, "This e
is Joe Brown, who.will be a trainee in the maintenance department." .
This may suffice. Other supervisors wanted an orientation for A
co-workers because of some apprefiension about- special pragrams 5
or mbout handicapped persons.’ All orjentatidms shoufd beZmade -
known to the trainee, especially those for:coworkers. - S \\.
IJ~one idstance, .the agency administrator, training director, - ° Vo
and‘personnex manager thought that co-worker orieg'htlon would *, . .
! be-abso]utély qece%sari. These three management.tepfcse?iatiyesf e
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. \together with the trainee's co-workers, met with the pnoject
. job- developer and a project trainer hefoze the trainee started
the new job The filmograph was shown, introductory rémarks
. were made by the training director, and brief presentations
were given' by the project job developer and trainer. Considerabie

co-workers. Some co-workers were upset because, as they .spgiited,
.o "1f a retarded perspn can do my job, what does that say about me?"
‘ * - This concern is difficult to rcvpond to, "but some of the answe5s
- given were: -
<

- on a job "

- ~-

-

"If one has more ability, ne/she can move up to.a higher level

© . e jeb . F : T
It was emphasized that trainees were hired at less thar the
usual pay rate, buf" we;e expected eventually to work up to a

- satisfactory level of performance and achieve regular status

T and pay,rate.

their "fair sharé" of union dues.’ The answer was "yes." A

few' co-workers rose ‘to the defense of the "handigapped" saying,

.. " =] know they need a chance," or, "I\Eelieve they +can-do-the

: . work." The sessiqn served somewhat %s a catharsis for co-worker

-1‘;,‘; rumblings, and did provide information. ‘Tt “also revgnted
j(_—\\\\ﬂisputes between” trainees and , regular employes, dnd possible
o isruptdon of the work situation T T SN
. . . i - ’;:~ ’ !
) ‘Trainees- LD

f

Trainees-are usually first informed about the training program
from a referral agency counselor, who .has some general background
about the project. TNhen a specific job ‘13 .open, the refertal
,agency couriselor can offer some detail about . fob tasks, wages,
-'hours, title, and 1dcation of the job.
given to the referral counselor by the prcject's intake worker

~.

- . Next, the trainee meets with the project intake counselor (in
: Madison, at the project headquarters; outstate, at the referral
agency) who provides further information about the program, job
- goals and objectives .o . -
- ~ 2 - )
' The purpose of these preceding interviews is to give the trafnee
-+, some of the facts about'the job and to discuss some of the
® implications the job would have for him/her. For egample, t
receipt 'of Social Security Disability Insurance may well be
, terminated, after up to nine.months of employment, At the civil .
service oral evaluation, the trainee uill'state his/her knowledge
of the jab being applied for. ° . . .

the

S

The function of training ia tﬁ% Projéct Skill job—is to teach
the trainee the indi@!dual methods and procédures the supervisor

.81
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feelings were expressed, pro and con, toward the project by ghe ~ -

Everyone does not choose to or {s able to use all his abiliety °.

Another issue was whether_trainees. would pay .

Jhis information is Co

’
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requires and to help him/her adjust to the work situation. There
have been .three traininf models to assfst the traineg: < '

- - <
.« 1) Preliminary Training By Project Staff

+  For the first groups of trainees early in the project,
preliminary training sesstons werewpeld Placements '
staff provided orientation speakers from the union, - .

. - safety program, ‘and persornel. Instruction, demonstra~

T tifon, the gryout ' of tasks, role playing of trainee/

__co-worker: &—ainee/supervisor relationships were ]
included. 7After a week or two, the trainees were assigned L
.to their regular SUpervisor.

- . - .
Tais ‘format except ;or the personnel orientadtion, was- .
discontinued wheén It was. discovered that most applicants!
> previous training, skill, and adjustpent was at least
minifally sufficient te enable fhem to train at the
regular’ work sife. - .

» -

L4

2) Preliminary Training By Emplowirig Unit Training Staff
- Two employing units had a preliminary training program

. for their "regular" workers wbich wag also given, to

Project Skill trainees = -
Preliminary training for Building Haihtenance Helpers:

. For the first groups, of trainees, the.formal training
3Z/r\ . outline was fallowed. . However, it was discovered

: . that many trainees had trouble.adjusting to their
regular work setting after getting used to the

. ’ preliminaxy training sfte.”  The modification effected.- 3
' was to retain the personnel and work rule orientation

o : in formal sessions, but to curtail the extent -of the’

‘ preliminary‘work demonstrations.; Irainees ‘were then
traanerrad tc the work site:itself. The_unit trainer

. then acted as 2 consultant to the supervisor. This .
//{fiimat seemed to work more-effec€ vely. ‘ .

~ 2,
-‘.. EC2caRaRd

minary training for Nursing- Adsistant (Employing

t /Training Officer): Oné institution used a formal

vtoveight week training program of classroom .

nsgructiony lectures, audio-visual aids, and gradually .

iﬁcreasing job tryouts. Written examinations wete -°

,,\\\ given at mid-training and at .the end. Currently, ,//(
a Project Skill trainee has progressed through the , °

formal training sequence ‘along with siﬁ or sb' other

_ Mregular" trainees. . . i'}“ ‘

» ' B ' é

. 3) .:Training By Supervtsbrffrom First Day of Training w /

._ N

-

In a Marge percentage of the training sitép, trainees .

are turned over- to the supervisor for trgining from—the <
date of hire. A member of the.personnel department ot .
Project Gkill étaff introduces the trainee4§o the '

o
’

.
- .o
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supervigsor.” (Usually, the-trainee first-meets the . .
- supervisor at the final interview when- the decision »

. to hire 1s made.) An orientation ‘from the personnel

“depatftment is-always given during ‘the first several

“days of employment. The trainee is given the same

" dnformation as any aother new employe:
- General joh goalsﬂﬁ\
Work rulds -,

- Tour and desrription of
< Use of time cards

Safety practices,
“Introduction ta c
Hedlth insurance /
- Retirement 54
- Sick leave .
- Vagation s
- Life- insurance..

“These discussions between the personnel staff or supervisor
and the trainee, help establish the ground rules for the
trainee's relationship with the supervisor.

[0
Petie

It has often been advisable for- the ‘trainee to work with
a co-worker atsfirst, if possible..  In any event, the

trainee should know specifically where, how, and "to whom
“to report for instructions. L . -

.

- N
-

Programs, Training Plans, and Reports

.

Programs - .. . '
' . e
Several documents state the ggals-of the projeet and specify‘some
of the responsibilities of the employer, Pro;ect Skill, and .
" the trainee. .. ) ) Z

-

oS

- General Training ‘Plan: The General Training Plan is based
on'requirements of the, State Personnel Gode. The plan
outlines certain aspects of” the'project such as. tasks to

be learned, trainidg process, characteristics of trainee
group to be&served, funding source for trainees, ;recruitment
process, and length of training. ‘& copy of this-plan is
given to each employing unit personnel office. (See_ Appen-
dixQ) . . Iy ol ¢«

ot ' '

v

- Training and Employment Agreement .(Appendix R)¢ - This.

* tagreement specifies the title of the job, pay rates, time
of training, and conditions ofaconpletion or termination.
The agreement is signed«by the trainee, the employing unit T




v

.-~

-z

s 'repfesentatLve, and the persoﬂ%gl buregu representative.
A copy is then received by each party to the aéteement\ .
Although the document specified a training period of up to .
six mpnthé, the, ,employer can ad&qﬁce the ttaipee eaklier

_with State Bureau of Persoungl approval. Alzo, the term
of training ‘can be extended for a-perigd of time, usually

- . three months. Thig additional time has rareily been necessary,

because after six mohths mogt tredmees have had t to -
demongtrate that they cdn be advagced ‘to regular probat%on.

= Training Program (Appendix §): Zhe Training Progfam's =
major components ingiude the duration of tfaining, pay,
superviscry résponsibilitfes such.as instruction and
reporting progress to the trainece- and Project Skilil, as

- well as itemizing -the tasks of the job.. Some items such as.

=~ “pay are determined by a unipn coﬁfract and the State -
Bureau of Persomnel. Reportipg schedules are suggested,
‘but’ supervisors are.allowed gbnsiddrable variation im their,
adherence to the schedule. /This document must be approved
by the State Bureau of Pers nnel; a copy 1is. given td .the
employing wnit personnel offieerﬁ~supervisors and trainées.

Specific Training Plans ' ' o, -
%""f‘ M - B . . .
The specific training plan is-aidescription Jf tasks, -procéduras,
and a timetable for learning required tasks. The plan 18 used”
by certain employing unit trainers who have a fotmaIQS:ructure.r»~
for training (Appendix T). "The unit trainers usually implement
the plan themselves, or work with a supervigsor to help the .
trainee in following the plan. Project trainers cam be of .
assistance in working out ‘plans tb tesch certain tasks, or to - -

modify behavior which iq.ihqufering with job progress. _ 5o Y
Records/Progress Reports . —
= P . L

In order for. the supervisor\to kedp track of trainee progress, a
record shquld be kept of task leariding and job-related behavior.,
“The analysis required to do justice”tothe trainee and provide

a fair report, gives the supervigsor time to think about tasks
‘accorplished and job-related factors. The trainee should be
involved in the rating process through perfiddic discussion with

the supervisor, and the trainees should sign the report to T
indicate they have seen it (Appendix U). The rdting, process,
although useful in somé'training sitﬂations, is especially - -
helpful Eo Project Skill trainees who are used to being assessed

and evaluated as part of ‘their past rehabilitation programs >
and can-use the ‘assurances and guidance of supervisors who have '
looked,’carefully at trainee progress. T

Record‘forhs;have tWwo components: iﬁ.,taék performance, eand -

2) job-related behaviors. ‘Tasks are rated for ‘quandity. and

quality 9n a five~point scale (Appendix -V) . Jbb-rela;ed factors;
. \Y . “ t
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such as co-wbrker_relationships, are also rated for quality
on the five-point.scale. It is‘'suggested thétl:echde be
“completed each week dyring. the’.first mpnth of traininhg and a
‘every two weeks for the balance of training. A flexible
interpretation of this schedule is desirable - most tmportant “
is that -the trainer/counselor is satisfied that trainee progress -
1s being made. . ‘ LT .
LA - . < ’ N &
Magy supervisors do not like tn comp eports. Thig reluc-
tance cAn be partially overcome if fhe-Onit or pf%{ect trainer
or placepent counselor spends.some fime in the beginning of .
trainiirglwith the supervisor. Durimg,the Eirst week(§) of ,
training; the-.aseigned trainer or céudseldr- should .mmeet with N
the supervisor 'to, reviéw his/hei underhtanding of the ratimg R
formicodés, and to.discuss trainee rogeess. Experience has '
shown that some supervisors need .ass rance that ghé trainee,.
caﬁ'"stana" being~evaluated, especialYy—if some performance
—needs improvement. If sp’etvieors consider reporting helpful °
-n training a begter employe, more- useful’and meaningful reports
are forthcoming., Interest and'cooperation.of the assigned - -
trainer-counselor has aided reporting. 1If no ‘geport is requested, s
‘reports will not.flow readily. When/ en reports are not
‘sent, a phone call to the supervisd dan elicit an oral report, -
and, some persuasion hay help in encourafiiig the sending of a.
written report. It is 800d ;to emphasize\that the majn purposes  °
‘of the rfeport are to give th£§tra1nee somg tangible evidence :
of progress,.to aid the supervisor in noting

areas, ‘and to inform ¢he trainer of fFainee

PP

progress and problem :°
'eeds such as.

counseling or other- gervices. S ‘ -
- 7 K > 'a B * ‘
T Job Placement Follow-Through - ' x
. - ¢ : . ’ . . N ) -
~ - i o A ' A N

‘Who Should Follow Through

¢

The referral agency blqg}ly has considerabie’ background infor- -
mation about the trainee, and an investment.of time and a "
relationship’ with the trainee that may well continue into o
training and beyond. The value of_Ehis knowledge for placement
. follow-through cannot be underestimsted. _ It is important. to
-establish from the beginning of training the respective roles
of the referral. agency and’ the project trainer. Tt is rare'
that too much follow-through s done er that two or more
agencies” outdo, each ‘other in“working with the trainee::and
supervispr. One supervisor complained that the. trainee used
too much of the supervisor's time with digcussion. of personal -0
problems. “The supervisor said, "I'm not a professional cdunselor."
Altholigh supervisors often can give ggod advice, a car®ful , . -
. discussion between the trainer, trainee and supervisor will =~
reveal whether the Skill traifer. should ‘be more involved or '
perhaps refer the trainee to other defvices so that the super- ,
visor,can maintain his/her primary rolé of sypervision. 3 P

-y > -~ . . 1




One prlhary counselgr/trainer shoulq bé4designa;ed to fdllow
through with trainee and supervisor concerns. Reports .can:
then be given to other appropriate individuals. The modelal
fotlowed so far are: ' . ' S,
- . , . "‘»‘
¢ 1) “Project Skill ainer’ as YHe ﬁplméry contact, . {this Eodex‘
‘ * 1s'used in tie project headquarters city): The -project ~
trainer hz8 direct communication, through work site’
vis d phone calls as well as, receiviig written reports
from™the supervisor. ~Many probiéﬁs-whichAari$e'can_5e )
- ¥esolved in' these interchanges, e.g., a trainee’s misunder-.
standing of"supervigsory job performance expectations, ‘gr
a supétvisor's misinterpretation gfﬁthe'cadgéiéi'i:traihge’s
momentary inattention which might be due to petit mal
selzures. 1If a problem arises which cannot be resolved
by the proje®® trainef, "e.g., need. for psychiat¥ic reviev .
of mediéation,-steps_are taken Such as the referral of
the trainee to a mental heaith elinfe: Periodic oral
reports of trainee progress are given td the referring

agency. , . . - ~
—~— T > ! v R
- Referral counselor, or follow-up piaéemeq; céunéélor, as
the primary contact (this model is especially followed
at job.sites beyond commuting distance of ‘the pkajegf‘ o
. ttainer): The project trainer {s responsible for arranging
an ilntroduction, between the employment unit personnel
office and supervisor and the referral or follow-up- N
counselor. From then on, the counselor follows through -
with the trainee and supervisor, msnitoring trainee ' -
progress. Written and eral reports'of progress agg :
routéd to the Project Akill traimer. Some pergonnel
officers want a copy of the progress reports, also. If.
‘there 1s a lag in the reportin ', the Project Skill trainer
should call the“contact counselor and find out what is
happening. Sometimes;-it is-necessary for the projeet.
“trainer to travel to the work site and meet witl.the -
trairee, supervisor, persorinel, and loc?l contact eounselor.

A
o

o 3, LY I

Work Site Visits ' ST SR
) ’ b oy bt R . ‘-

The project trainer, or the pefson desigﬁgted'to provide follqw-
through in outlying areas, should be aware of thewwofk setting,

- periodically tour the area, and take note of the trainee’s .

" physital-and social environment. Iaeallyi this should be’ dane

before the trainee beginswwork. Work site visits demonstrate

the presence of the trainer is counterproduct{ve. 1f ¢the.
trainee, supervisér, or personndl manager.indicates that work-’
site visits are not helpful, the trainer shéould, nevertheless; -
arrange to talk with the supervisor and trainee in ébmelothe: o
area. Often, .this is done because of co-worker cur ity and
concern that inordinate or 'special treatment 15 be ng affSrded,
trajnees. . .o . . . . o .

.

interest in theltraineé's progress. However, in some settings%'n-

o

-
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© - Visits should be geared to training needs and Qircdmst nges., '
. - Some trainees and supervisors require and wglcqme'weé‘ly LE
' visits for perhaps the first ‘month., Usually, how er Yisit . .7

., the first and third week should .suffice, with .perhaps a/phone o7
. call the secood or fourth week., It 15 zost l.porfan\@ for '

- T - the project trainer to follow trainee progress ;hrouﬁh isits

cL g . ,. Phone_calls, and written reports. 'After fairly intehsive

- initial contacts, a gradual lessening of contacts can take
" place.. Many employing units reauire a‘three- and- six-month ]
‘.- rapart on all new employes, and”this is a good-gimd&t closely . . "
o S .monfitpr traihee progress. Aleo, a training payfinérement octurs . :

«

’

. '“ \j at those intervals as a partiqlvrgcognitién’offprqér ss. I
: A a trainee 1s advancéd to “regular".probat;on before the end/o
- " - the six-month training program, the Project Skill/trainer
o // should 5eview progress with the trainee and éuéegvi or and
acknowledge successful completion of training. Tbi will
“to partially refnforce trainee and. supervisory efforts:
] ‘

.
.
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~ -~ L. sECTION'V.
| ’ oA ‘ ]
~ . CONCLUSION S

3

, S S
.. As a’'result of Project Skill's researc¢h and development ‘efforts’
s ‘within Wisconsin state ‘service, over 100 persons, either
: _.mentally retarded or restored emotionally disturbed were hired
~—into permanent civil service positions. The effort added .., .8
: e productive, valued employes to the system, employes whose -
. turnover rate compared favorably to employes hired through .
regular processes. Initial edst benefit figures also reveal
a4pogitive return gn the investment, ) .

" While it is true that the model developed by Project Skill - ‘
included intensive "front end" attention such as careful screening
and detailed training plans’'in addition to other early profes-

. 8lonal attention and .service (wgth\cdncomitant costs), this-
" initial effort.has demonstrated. its importance and value. As .
. ¥ a result of the praject; more individuals (co-workers and
employers) have, by interaction ahd exposure, learned some, . )
' wegraphic lessons~about the potential and ability of persons " . <7
about whom' they may have previously held misconcepttons. e el

.

’ .o .
. . It 1s clear that, in Wisconsin, the project will not only be-
- continued using state funds, but the model will be expanded . -
to ‘éficompass the entire-handicapped population. The new Project ‘?
Skill will be a handicapped placement and affirmative action
- . resource for all of Wiscounsin civil service. A precedent' will
" .+ ..also be set in that the ongoing program will be the joint respon- ~
: . " sibility of two Departments' - Health and Social Services as . B
/// ~¥" well as Administqggioh. + The new~program will be meshed with \ )
" the setting of hiring and promotion goéis for persons who are ) T
handicapped in each state agency affirmativé action plan.’ Tt
o These efforts will in turn be strengthened by the propulgation A
of a training package now beigg developed through.an Inter- ) .
ot . governmenta] Personnel Act graWt. The package will contain \ i .
the basic information needed by personnel managers and supervisors |
regarding handicapped affirmative action. The topics which N
-~ * will be developed 1in depth tncélude: legiélativglmandateg, u'g\
. facts and figures about the ability of the handicapped- population, ™ |
reasonable accommodation - itg definition, parameters - as well \ :
as a delineation of the resburces'hvailable to enable hiring ., -~ . "
< authorities to meet their responsibilities. The IPA profect g -,
.alsq includes an Fh-depth analysis of thé-state's Management . '
' Information Sys&em, to assure that, the most workabie approach
o Lo is<ihprp$nted to gather needed statistics on handicapped employes,
) Py applieahfs’gnd reasonable accommodationd. As a first step, : .
the state application has been modified to allow an individual to ¥
define. a handicapping condition if she/he so chooses. '
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Further spin-offs of the .project include »the  Skill Extens{on ~
to Cities and Counties;an effort'funded’éhrough 4% Discrgbdonat§ o
funds of the Governor's Marpower Office. Thus far, 'in its B
short existence, this ‘project has brought together various
agencies at the’local level into new and hopefully ongoing .o
relationships. .Comprehensive Employment and Training Act funds |,
(Work Egperieﬂ?!-and Publie Service Employment) have been used
-as subsidy for positions for persons whd are mentally retarded
or emotiondlly disturbed. The sttention of funding sources
(Area Manpower Boards) has been effectively focysed on'the
manpower needs of t¥e target populations. Referraifsources

- and service provider agencies (Community™Action programs,
Division of Vocational Rehabil{tation, local Mental Health and

. Developmeng_Disabiliiies;Boards, etc.)-have not only become °
alert to the potentisl valie of CETA resources for the persons’
they serve, but have also entered into formal cooperative-
relationships with the project. These new, defined processes
provide for smooth, coordinated servicks to the consumer and
have resulted in additional, substantive employment and® training
opportunitiés’which did not exist previously for this popuiggion.

Project Skill has not only worked; but it has grown and gained
" -acceptance, Given budgetary and fiscal constraints, the fact
that the:pnojeh;‘has_gained the support to assure its continu-
ation under General PﬁrBooéénevenues is amajor achievement?
The fact that two state agencies have entered into an unprec- -
edented effort to assure it's continuation is an event worthy -
of Epecial noee, ' , 4 *

It ghould be.understood', hdwever,. that there were no-special
conditions unfque to Wisconsin which resulted in a viable
projéct. The conditions afd the outcomes can be replicated
in other jurisdictions. Oveér the long term, the real value sob
~"of the modei devéloped-by, Project Skill will be in the extens
to which other states or local govertiments are able to adapt
or adopt the methods and approaches which evolved from‘Pr:é:ct
Skill., It has worked 'and will continue to work in Wiscongd
. .There is continuing concern on the part of all involved with
the initial effort that othér governments are able ‘to pursue -
implementation of the model or adaptation Sf 1its structure to
- their own circemstances. This monograph has been written with
“that purpose in mind. ’

o L4
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SOME ~
BACKGPOUND \

P Pro;ect Skm is a Federally funded demon-
stratlori project under the Department of
‘Administration Mespowsr section. The- |
objective of the pregram is to identify, place
and train handicapned lndlvrdua!s in jobs
within the statecavu service system. . -

Project Skm xs the first pregram of its type in
- the nation. The project trainees.are handi-

Capped with less severe ‘emotional or‘éb
mental handrcaps. -The trainees are hired
under special provxsions of the state civil
service for.a number of jobs. They are paid
mm:mum wage standards or more depend- .
mg on experience and training. Upon com-
pletion of up to six months: tranmng they are

paid regular civil service salaries. . - e

ki
-

FOR MORE
.INFORMATION
". CONTACT

, Fred Reed -
Job Developer

" PROJECT SKILL

Room 270 '

1 West Wilson Street
Madison, Wisconsin 53702
608-266-2692

+

¢

PROJECT
SKILL
TODAY
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®. Chippewa Falis *
L Menomome
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o ‘s Eay Claire

' . ® Stevens Pomt

® King -

® LaCrosse
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Whitewater o . Un;on
» { Grove 41
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”,_‘i'ypists - —

Office Machine Operators _

PLACEMENTS
TO DATE -_
89 mdiwdyals &ve been
employed thas far. ~ -
Asof June 15, 1476:
. 23 Trainee Status
15 Probatiomery Status
. 27 Permanemt Status
6 -Promoted :

24 Dropped Out
85 Presentty Working

JOBS HELD BY
PROJECT SKILL . -
TRAINEES |

Food Service Workers-

Building Maihteﬂénce Helpers

«@rounds i
Food Service
4aundry

Laborers’

Storekeepers
[
Clerks

Stock Clerks -

Graphic Reproduction Aides
Key Punch Operators

™
Management Information Specialists

Shipping and Mailing Clerks -

A
s -“

'PROJECTSKILL:s - -

—

Provides a careful job of screening

v
e, <

Provides follow-up supportive services
Provides technical training assistance

Strives to place people in jobs to which they
arebetter suited

_ Project Skill trainees have proven that:

" They can learn the skills necessary to

. perform the job well within the sux month

) trammg period.

They dre prompt in.reporting for work and
have low absenteeism rates. :

“They can function well within-the work -~
- environment and relate to other employes

and supervisors.

- - ~

They are generally good, relitible, depend-
able, desirable employes..

EMPLOYERS SAY: -

4

4 ~-We ﬁnreda Pro;ect Skm tramee as a full time

Xerox operator, fiot with- 1repidation or
préjudice but with some mental reservatien,
the reason being the pressmes.to which the
Xerox operator is subjected.

-

. As subervnsor of an employe from Project

Skill, | can”stfongly fecommend -thggpro-

" gram and, if- the occasion arose, lwould not

- ~ - -
- .

hesitate to hire additidnal individuals at any

-

- lewvel.

-

-Frances Dilorenzo.” Admnistrative
Assistant, Public Service Commission

Frankly, | don’t think we were lucky. !-feel
that the process used was effective in
producing a dedicated performer-'m:not

. going to make a series of grandiose state-

ments about this clerk. Instgad | will limit my
remarks to afew 1actual phrases: learns and

. retains, follows mstructnons well. completes

all aw?n?&“&’mles in~godd time frames,
establishes priorities, uses all free time in
sélf development programs. attendance
and punctuality is-above reproach, adheres
to all rules and regulations relngnously

All I can say now is thanks for a good Clerk I

' trainee. g

- Jafnés Campbeﬂ Assistant Project Dn-
rector, W!N Pr.ogram .

} have recemly hlred the fifth Project Skill
employe within the-fast 10 months. Three of

them * have sugcessfully completed their .

training jn the receiving and issuance sec-
tion and have been placed in perimanent’
budgeted positions. Without exception, al}
five have shown ayerage to excellent results
in uality and quantity of work accomplish- ‘
ed, in attitude, coaperation, attendance and
punctuality. The acceptance of thesé em-
ployes by their co-workers is excellent. This
project has been a huge success. | certai ly
hope it wilfcontinue.

.- Harry. Gaibraith, Chief, aecervmg and
lssuancequﬂon Department of Trans-
t portation

*

p
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) . ’ WHI.RLAS, t
. N talents of all fts ¢

WHEREAS, ¢t
_with Physicat iHlandic
_with disabitities in

EXECUTIVE ORDER KO. 86 .

P ’
A\ B
he State of Wisgonsin must- fully utilPze the

ttizers; and

he Governor's Task Force on the Prohlems of Pcople
aps has identified undcrreprescntation o$ persons
the Wisconsin work force as a significant prob-

-~

Appendix B )

.

A

¢ o , ‘lem; and

. .o =

1973 requires

-
3

S
-

on the part o
cxtent.

* » NOW
. of. Wisconsin,

S S <)

—~— >

" . r" 3)

< DBHLRLAS, the fodcral‘Vocntibnal Rehabilithtion Act of

- N «tive action for thg handicapped; and . -
) + «

cdntrackors and subcontractors ,to implcment affirma-

- o -
” -

WHIREAS, <imilar affrrmative action progress is neccessary

f statc departments to assure. that the skillfd of t s

o persons aith disabilities arc uscd awd developed to the fullest 2 -

o 4 ~

J. LUELY, Governor of the State

4

, THERLIORF, ¥, PATRICK
do herecby order: ’

4
that the head of cagh state department, board and”
comrtission assess their present cmployment policies ®
to determiric whether these politics may arbitrar{ly
discriminate against persons with disabilities and to
- "take or recommend -appropriate steps t6 remedy, such
discrimination. - ; € .

that cach dopartment, board, and commission shall
develop and implement, through its existing person, .
responsible for affirmative action, appropriate S . |
plans cucompassing the developmen# of recra§tment . .
amb velerral gouces, adjustment of examindtion » |
Processes, restructuring of jobs, and training of ° . |
supervisors and -administrators concerning the needs Coe

ol persofs with d®sbilities, - .

that the Bureau of Personnel and the state emplbymeﬁt

scrvice shall, in cooperation with the Department of ' .
Vocational Behabilitation and other public and pti- :
vatc agencies assist in such a program!by exchanging

information concerning appropriate positions and hy . T .
(uenishing, quatificed applicants, 2{\ "

that the head of cach state department, bhoard and . - .
commission shall be responsible for the active , s
¢éncouragement of handicapped persons in applying for-
promotion, and shall-promotc the requisite tfaining
at all levels' which wilt qualify such persons for
appointment and advamcement in a climate of true
equal opportunity. Departments shatl evidence
wilTingness -to discuss problems, provide counseling
for~employdes who feel aggrieved, and shall encourage
the 1csnlution af ~apiovee a:a?!rm<. " ° o

..?7_1

& ' I I
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+(S8) that departments shall be responsible for thorough
* disgemination of aw offirmative action policy for =~

s . persons with disahilities within the department. .
) Recruitment sources and wospective employees should
likewise be) informed of thesc policics and pracriocg.

IN TLSTIMONY WHEREOF, 1 have hereunto
! set my hand and caused thc Great ..

Seal of theyState of Wisconsin to :
be affixgd. Donec at ‘the Capitol -
in the City of Madison, this

+  seventh day of October n the
year of our Lord one thousand , - *

=-  niné hundred and seventy-four. .
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\

EXECUTIVE ORDER N O, 9

* - 8 . \ N
WHLREAS, the State of Wisconsin is respensihle for -~
insuring equality of «cmployment opportunity within state
(S government for minority persons, women and pcopic with physical .
S . and: mental disablifties: and . :

. - . -

13

-~ { - -
WHI RFAS, the state "is required to comply with Titic ™ -~
‘ VIT of the Civil Rights Act of 1964'as amenged gy the lquat’
) Opportunity ACt af 1972, Presidential Orders Q1246 and °- 3 -
)‘ : 11375, federal guidelincs found in Part 60-2 of Chaptér . £
* . 60 (Revised Order Numher 4) of Fitle 41 of the Code of . ~ . .
: N Federal Regulations as dmended, 'and the Rehahilitation -
. Act of 1973 (Scction 503); and . LT . .
3 2 -
‘ WHERFAS, recent court decisions and federl{ agency :
» rulings have struck down statutes, practices or procedurcs
. - ’ which are discriminatory, without regard as to whether such L
#&!e(inlnatxon was intended: and e . - »
. X < . WHEREAS, there {s intreasing evidence that minority
- . persons, women and handicapped persons are not accorded their
full rights of citizenship, wund are under-utilized in the
- . R ' current work force of Nisconsin state government: and K

.'\

- . WHERFAS, there' is a growing awarencss of the nced to
© t¥ke affirmative steps to assure equal rights for sinority,
porsons, women and handicapped :persdhs in the-state work -
force; . . .
. T 7~
. WHEPEAS, affirsatiyve action Is ndt merely passive
mofi-discrimination, but requires pasitive efforts to recruit,
. retsin and promote qualifiod minordty persons, women gnd
N : handicapped persons, within the)réquirements specified, by
- fcderal. and state law;

, . . NOW, THIRIFORE, I, PATRICK .- LUCRY, Governor of the
N State of Wisconsin, do herein order an Affirmative Action Program
to correct deficicncies and to increase materjaliy the'util-
. 1zation ‘of minoritics, women and hahdicapped persoys in sll - | .
segments of the statc.work force, .o N »

0
-

- 1. >2e head of each department, board, commissi®n and NV . .
. . educatichal"institution of state government shall estahlish
- and maintain an Affirmative*Action Program to insure cquality
. of opportunity for all its employees Wnd for all spplicants
seeking employment within It< jurjsdiction, Equal employ- . -
s . T ment opportunity includes, bit i¥ not necessarily limitcd .
to, the fedlowing: areas: recruitment, selection, hiring,
training, promotion, trans{er, layoff, roturn from layoff,
. conpensntionhand fringe benefits. |t Includes policics,
procedures ahd programs for recruitment, employment, : .
training, qunotion.nnd rcterrtion of minority persons, -
&= women and handicapped persons. Agency heads are encouraged to 0. .
R explofc and -implement innovative per-onnc! policics in order to
- enhance* thesc efforts. lach state agency head shall be_.responsihle
to the Governor for-affirmative sction resules.” - )

. : | . . | N . - .‘ . B | 2‘ (3 i N
ERIC - S v o T

' . . .
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7 2. There.is hcreby created an Affirmative Action Executive
«Commis<ion which shall evaluate the progress %f affirmative
action programs throughout state service, sce compltiance

Y Wwith_state and federal rcpulations and rocommend improve- .
ments in the state's affirmative action efforts. It shall :
advisce and rep tho GCovernor. 1In carrying out its -

“respons i cs, the Commission may recommend legistation,
conspit with state apency personncl and other intercsted persons,
conduct hearfngsignd take other appropriate actions to cffect the
intent"of thi< orfder. The Commission shail :gonsist of 15 persons,
appointed hy the Governor, 9 of whom shall b public.memhers and
31x of whom shatl he tho following state agency hcads or their
decipgnated represcntatives: the L eutenant Governor, thc President

-+ ~of the University of Wiscon<in System, thc Sccretary of the Depare-
‘ment of Administration, the Dircctor of “Ehe State Manpower Planning
Counc1l, the Director af the Burcau of Personncl, and a répresenta-,
tive of the statc cmployecs unicn with the largest numher_of mcmbers.
Minority persons {Black, Native Amcrican, Latino, Oricnta’), women
and personk with disahil{tics shall constitute a majority of the

v tOmmIstaan members, and <hall be appointed with con<ideration to

«

Appropy imte representation of each group.

3. Ihe State Afiirmatyve Action Office, healMed by, the .
Afyrimative Action Coofdin or,,shal] be directly respon-
~ihle to the §ecrctary of the Department of Admin{stration
v Al the Lxevutive Commission." The office shatl bhe responsibie
for the follewing, in accerdance witheguidelincs and .
standards promiignted by the federal Lqual VYmployment
pportunsty Commixsion: to scok ngency complinnce with
federat and <tate laws} rogulations and this order in atl L
drcas relating toycnqual omployment opportunity ;- and corrocttion
“of dlxcrlllnntorﬂ,practlfc< and procedures;.to repularif revicw
the affitmative action plans of all state agencjes, including
goals and timetables; to agordinate assistance; to conduct .
compljance rcviews; to review state personnel policies .-
and‘procodures, inclusive of recruitment, certification e
process, scle¢tion, test validation, review of job quati-
fications, classification scries, career ladders, compen-
“ sation and fringe bencfits; to convene agoncy affirmative
-action officers rcrularly as nocessary;.to receive, analyze and

. trapsmit to the Ixecutive Commission periodic progress roports,
%ﬁof alfirmative action in ail state sgengics; to act'ar Iiaison

wF

-

¢ with federal, stare andl tocni gnforcement apencies: to recommend

any” nece<sary legistation and to perform other actions deemed
necessary hyethe I'xecutive Commission and the Secretiry of the
Pepartmont of*Administration. . oo .
+

4. In.cach acency, the affirmati
tepart directly to thy agemcy
xnrpnwcc. Lach agency shall' s

lan complete wit

Roals sng 't

aml annuni affivmative actfon reports, to the State

Contdinator.,  fhe

Lommisaion, shalt

HACNCY program co

Agencies shall re
“undertaken durin

Affiemative Actio
&: -

g the

leo:gl ator,- together with the Ixccutive'
herésponsiblo for tnsuring that cach-
mplics with federal and state puidolines.
rort ahnuslly by .June 15 on4ll offorts
he preceding yea? go-tmplemept the - A
n Rrogram including &)1 relovant activitics ° ‘
9 . . .

- . .

. . 4 .
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. within the agency, as well as those relatilig to persons and -~ i -
sroups outside the agencv. The agency reports and fi-cal - S,
ycar plans ¢hill be submitted with the agency budget” - *
, rcquests to the lepislature’s loint I'inance Committec in - - , .
. odd-numbered years, and as part of the annual hudget
- 5 review in evenm-nuhbered ycars. Agencies shall he responsible ‘ -
: for thorough dissemination of affirmative action policy . . ’
within their departacnt<, and to all recruitment sourcest -
and prospective employeccs: disscmination of information 4
. | about grievance proccdures. and the appaintacht of minority . I e
. * B . ’ persons, women and handicapped persons to examining boards, . i \
committees and advisorv boards, to cffcctuate representation
: similar to that heing wigod for the <tate work force. ®rhe .
N ' . head of cach ~tate depsrtment, bofrd, commic<: 1on, .and cduca .
. s B tronal anstrtution <hill cxamine and assess sho™o s latntes
R - . - o " over which </he ba Lidmani trative responsthilbity (o dofeinine | » 7
whether these statutes, or the procedures and practicex@hy
DL ) which, they nrc'admxnx<tc|ed. discriminate 1n any wav apgminat ~ a
o, .. . minority perstoh<, women and hardrcapped persons and take 4 : R -
T LT e . appropriatc_remcdisl action. . /;7 - . .
. » - '

. , for achicving and printagning ageney pliance in theé TT\ .
- Affirmative Action Program., The agency <ha®l be in compl ranue -,
) 4‘ . - if 1t meets 1ts poals and timctahles, or if it makes good
; . . fajth efforts to'mecy thosc goals. In the event of farlute

. ) DT to achicve them, or to demonstrate good faith effort,
’ ! appropriate sanctions and'penalities may be applied, in .
- accordance with federal anH state rcgulations, at the' .
Ny PR , recommendation of the Exccutive: Commissiorh. the bltrden of . W

, . proof for roWult< and §°°d faith effort résts with each
« agency g Agencies which achieve outstanding affirmative action
4 . results shall be publicly recogrdized for their efforts.

. . 4 e
-~ S«> The head of cach state agencv aha}he responsibhlc
L

(3

)

L. .67 1In order to 1neure maximum cffectivencss of thix order )
i g I am hercby diracting the affirmative action $tarf to prepare
. proccdural rccommendations for the full implomentation of A4
e : the provisions of thi: order a< spon as possible, . ’
o N
IN TESTIMONY WHERROE, 1 have hercunto
set my hand nnd causced the GF¥Ft
‘Seal of thc State of Wisconsin td
“he affixed, fonc at the Capitat .
P tn the City of Madison, this o4 . .
twenty-thind day of April insthe .
. year, of ou¥r lLord onc thnu<and nine
hundred and seventy:-five.
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\ f’ T r : Appendix D
: . T . Agreement . . - N ,
' / . Between ) , L.
- - * ° THE DEPARTMENT OF ADMINISTRATION . ’
ff\?' - & . ' N < .
) , (State of Wisconsin) i "~
l - - and th% ' . .
2 . s - LY
Lo cL : “
' v Y ‘ . .A
- g ‘ -
4 s (Employing Agency) . \ A )
‘?"‘ ‘ . ) ' H] ,; )
I. SCOPE OF .AGREEMENT * _ .
This Agreement covers the operational commitments of Project Skill
-7 and the Employing Agency.* The overafl progtam w:llL be administerel . e o
‘ by .the Department of Adminiatratilon; The .employing agency will,, .

- . 4 .-
provide positions and engage in good faith e?forts to make the | - ? _
participants sugcedgful state employes. - T " ' ¢ -

L. ¢’ e ! - |
I1v PURI:OSE‘OF PROJECT KILL —L T e - 4 s

¢

Project Skill 1s.a- federally spongored program to recz‘uit and place
mentaIly retarded (mild"wine)/og emqtfon,ly ﬁandiqapped
persons in permanent state civil service jobs. S 7 ’ .
' & . ‘ * ' =7
o 4 . v
»h)muon , RS ‘ . o R -

-

> - -

' usual tr'aining period will be up tg sixa.nonth 8 duration. Ifa ..

; %?ga@'
n83’8F— 8 m&o - ,

. ,objective level, the trainee s}iouﬁi bf%gvanoed te that— Lei“vel" 1f Cos

the e 1nes that™s tr ipee ds funotiéning at the -0 -

‘ the- t/tainee is not able to Pﬁieu xeasonab‘le progress, ﬁ'm employing ' .
» I O *

A N
unit will proceed Gl‘th teruinaéion after discnsaionwith Prbject Skill: ’ !!a»

LR

TRAINEE SALARIES ' o /ﬁ - S
The employing agency will provide the t.rli,ne jfsalarya. ‘tStar&ing
& s >

" salary will range between $2.860 and $2~73 per ho¥ depending on . AN

tti‘ of up to six ;

After a train

&

T
1 prior pert/inent- experi?nce.
- i

% e to the objoctiva ‘revel raée of $@86m hour. L - i
o ' - P , - . .&} 7 ,v y PP 1 ;‘ > / ‘
a - i \ o ] P . “
= .. * More etailed description T "Gene’ral Training Plan." . ¢ -
i s . e . -
- ‘ .».-' AR R & ? s ) ;f. ) -
Q : N . . ; ’ A L 4.82 - s oo é‘ pot N
i 4, T—— Y os v N . ' 1 ' o 2 ‘7
..L.I:MC R NN Y BT R - S o . , 7 )
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. . . N ‘ - L] .
\ . ‘
-2 - -~ -
¥ V. RECRUITMENT AND § ECTION . .. s - = ~

by the State‘Buf au of Personnel. ‘Authofization to.use WiSu:Adm- -
~ Code Chapter Pqgs. l7 03 (witn a waiver .to hire for permanent‘poqifions)
has been given/by the State Bureau of Personnel. - . '
~ VI. ELIGIBILITY FJR TRAINEES B T

v
°

- VII. REPQRTING /REQUIREMENTS

<

.agencies shall submit teports as follows:

ing Records as required by the Training Program/Plan submitted

e

to /the State Bureau of Pergonnel. The program wi11 be prepared“by

-

- ) Pr ject Skill and subJect to review by, the employing agency. : N\\N
’$ a B. copy of the letter notifying the trainee of employment. L
! c. copy of the Training and Employment Agreement (Form AD-PF-B) s
‘ .D. Notification of change of status of the-teainee to objective level -

4

probationary status. i

Notification oY change of status of enrollee to permanent status.

- .

]
) . . A _copy of any termination” notice. o * ., " ‘s
§ .
L] ’ e
- ’ . oo - . ——
¥ A
. .- E . ) LR ™ ! -
{.
7 B L4
- . 73_,_7“ e 3w o o . A - e oo N ¢
. - .
~
~
& .
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VIIL: " SPECIFIC AGREEMENTS -

- . b _ rw ~ °

‘A~ agrees to hire

N \

] .
Project Skill participants into existing or scheduled budgeted °

’ . . . .
vacant eafitions. o 1¢
]
Positions Committed

7
v

TITLE , ' ~ STARTING WAGE  HRS./WK.

IX. CHANGES

- L] .
This agreement can be changed at any time upo:)QOncurrencep from
. - .

. both parties.

(Ngme) . . % C(Title)

R

P ”

Employing Agency P Date

«

. - say v~

(Name) — . (Title) .

. .
A . -
* 1

.Deg;rtment of Administration ..* "Date

s

Q 2
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-

Pers 2701
. Pers 2702

Pera 2703

Chapter Pers 27 .

EXCEPTIONAL METHODS AND KINDS -

OF EMPLOYMENT
~ < .

‘ -
Poheve

Fxeeptionsi methode of em.
plavment. occupstionsily dis.

sdventaged 7

Exceptionsl ‘RBinde of employ.
ment. occupationally  hands.

capped

Other .exceptionsl  methada

Pers 2704
- ond kinds of employmént

<

Pers 27.01 Policy. To epable the state, as an employer, to carrv out
its social. econemic, and:communpity responsibilities through employ-
ment of the occu ntionalr{"ﬂ'faﬁ{nnuged by reason of, but not
limited to,,sex, ethnic background. or age and the occupationally
handicapped by, reason of, but not limited to mental or physical
disability, or to meet the needs of the servioe during periods of

¢ disaster or natural emergency, the director shall_provide for excep-
tional methods and kinds of employment pursuaht to section 16.08
(7). Wis Stats. . ‘ v

. ' “
-
History: Cr Register. October. 1972, No. 202. (1. 11 1.72

Pers 27.02 Exceptiohal inethods of employment; occupationally”
. " disadvantaged. (1) EXCEPTIONAL EMPLOYMENT LIST ESTABLISHMENT.
he director may authorize establithment of exceptional employment
‘eligible lists to.enable departments to hire the occupationally hand:.
capped or disadyantaged. In establishing such lists the diréctor shall
employ merit system principles which are broadly comparable to

those which are used in establishing standard eligible lists for the -

* same classification and may use such processes as: R

(a) Limitation of fecruitment Yo the apecific occupationally handi-

capped or difadvnntnged applicant target group. '

\ "(b) Use of categozy. rating in the examination and certification
process. | » ’ ’

. (2) Usr OF EXCEPTIONAL EMPLOYMENT £1sTs. Under his autharity to f
determine appropriate eligible lists, she director may. upon wriiten
request of an appointing authority. authorize the establishment of an
exceptional employment list or é& creation of an exceptional employ:
ment list from a standard employment list when: .o

.
"

(a) ‘Such list is required to meet the criteria outlined in the
;:un(tjra:;:t or guidelines under which a position is fully or partiaily
unded.or -+ . :

r (b) Such list is required to meet ff approved department affirma--
tive action goal. o . T
[(3) ArroiNTEE sTATUS. Persohs appuinted.from an exceptional .
» employment eligible list to a vacancy in the classified service.shall
‘ hecome employes with permanent status in class after succeasful
?

o . o Reginter. December, 1976, No. 22
;Q?& . :
N o T v v -
) "\ , :'o
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g::gletion of g"prgb-ti(}nnr!lperiﬂ;i as provided in section 16.22, Wis.

Hisery: Cr. Register, Octobar, 1972, Ne. 202, f1. 11.1.72.  ° ¢ - . .

Pers 27.03 Exceptional kinds of employment; occupationally = - - I ' -
handicappe. Occup-tiqnnll{ handicapped employment is a kind of * - - '
employment for occupationally handicspped persons who would not .
otherwise be employed in the competitive labor market. Occupational. - ( . '
ly handicapped employment may includer exceptional provisions for - . -~
selection, work assignment, pay, employs benefit coverage and length o W
of employment. . R . :

(1) The direetor may suthorize under occupationally handicapped - # . .
ployment an exceptional plan to employ persons whb, 'becauge of B
severe occupationa! handicaps, would not otherwise be ahle to coms e T
pete in the labor market. The plan shall include provisions for: S ‘. :
4
(a) Tasks to be done; e . . .

LY .
(b) Plans f'or tuiaq'(. safety, and supervision; ~ - ;.

(c) Proposed definiton of disability and of essential abifities;

(d) Funding source for appointee pay, supervision and overhead;”

(e} Proposed processes for identification and fair selecion of .
2

w . appointees; and L
- (N Length of employment. . . ) C
. 'y .
‘ (2) ‘Appointees to positions in approved occupationally handi- . ¢
. ) . capped employment may hava up to the same but no more rights than - ..
<, » appointees to limited term employment *positions. If an exception to = . . T
* this limit is considered appropriate because of = special feature of a .
. proposed rlln, the director may waive that limitation. Any 'such . .
- “waiver Shall be reported to the board. t

- N
.

Hintery:Cr Register, October. 1872, No 202,%(f 11 1.72 *

Pers 27.04 Other exeeptional methods and kinds of employ- . L . e
t ' . - ment. When other exceptional employment situations occur or when .
exceptiongl shete or federal employment programs re developed to fit . . o
b the gmploymentpotential of occupationslly disabled. handicapped. or : vt
- ) disadvantaged persons, the director may establish other types of - . T
"y . . .methods and kinds of e“ccptinnal employment. The director shall .
. - repott-any such actions to the-board. . . . L.

-

Coa ) * History:Cr Regter, October. 1972, No 202, ¢ff 11.1 72 i~ s s
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""" . PROJECT SKILL
{ A,ppli‘}a tfion'u&wv )

. —

Social Security Number

el

>

nt: !

c 7

>

(Last)

(Bir

thdaté:Mo/Daf/Yr)'

ISR ,,,_-___,,1;‘."
et =T »-,—;:gppl ic
. e

L]

-~ 4

(First)

e

T (InitiaD)

8 .

(Streég Addresﬁ) A

. \,

Person to notify in ngrgeé;}:

(State) -

.

(City)

— ¢
- FETY

(Zip,Code)

-

(Phone)

+

= o~
£
L4

(Home Address)

Income Sources:

(SSI;* SSDI; AFDC; City Welfare;

. (Home Phone)

A4

L4

-Other) Pleéqe list:

A .
. &“(Work-Phone) «

-Am

7 [ ’
‘ N /// S,

- . Referral source:

R

{Name)

.

{_Phys Clan el

A}

(Agency)

(Phone) - b

-

/s

i

(Address) *

3 2~ (Name)

[

(Phone) ~ (Date of Last Physical)

Other service‘probiders: - (Divisfon of' V

ocational Rehabf{litat

‘ ]
‘ '

Q
RI

\I:
PArar
A

S

L hy disability/ﬁanqicap-}s‘

.
C U
e

:

Schools; Rehabilitation Facllities~sbé1tered Workshops;

Ag'ency’ .

o *

S\

Contact Person

Community Boards; Others):

ion; Mental ‘Health Centers;

S

Phone

, L

-~

Al

In order to be eligible f&r P

‘barrier to, employment. I yhderstand that some qoguméntation from a professignal-agency
such as the Division:iiyyﬁgational Rehabilitation’will be necessary to assist Project

Skill>in exploring job osgibilities for me,

Afllg

k)

»

(Signature of  Applicant)
Lo ‘

\

- e

(Date) .

($ignatu:e of person a
(S%gnatu;e of -Guatrdian

o

when necessary)
? N L]

N T ..
I L J . . 5
! - R 4
|

x>

.
[
FEZTAEE T sl

1o ~ PN

ssisting in Preparation of application) ‘(Date)

Y
-«

-




A . o

T - . AUTHORTZATION FOR RELEASE OF CONFIDENTIAL INFORMATION

(Please retain at referral agency)

- o]

& * - . . s o
& ., - - i} . s " . ‘l . . (2
Authorized Agent or Organization . ! Regarding Individual s
Name W - = | “Name (Last, First, Middle)
T R . < i

B

Addresgn(Stfeet, pity, State, Zip Code) | Address (Street, City, State, Zip Code)

- s ,% !‘“_
© . - P Birgydgiéﬂ o -
L . . SoclalsSecurity Number
. _ ATTENTION: _ 2 . T : —
i I authorize the above-named agent, or organization, tdo disclose to:
. Projec; Skill, State of Wisconsin N
- 1 West Wilson Street, Rm. 270 i .
Madison, WI 53702 .- ’ . ) ;
theéfollowing identifying igforqgtion, wﬁere applicablek‘%rom my records: e )
» Dates of service; Diagnosis/type of disability; Resylts of physiéal exam;'Cdurse
and type of treatment; Pergonality assessment; Intelligence level; Aptitudes and
interests; Su of content and progress’of educational and/or rehabilitation
program; Summary an re&omd%g?ationq, especially regarding ability to work full- .
time,” ¢ ’ . -~ . R
v . a ’
. Other: (to be requeésted by Project Skill if further information is ndeded) , ¢
X N : i(:ir - ;
) - - = > |‘," v
~ 4 5. . = : 5 . - v ’
The purpose or need for sé;h disclosure is: to aid Project Skill staff in their
i " job placement effort$ my behalf.. ’
i > o - - K
’ . . ’ S v - -
- . e . - - -

4

J . ~ \ -
This consent to disclose may be revoked by me at any time excepf to the extent that

action has been taken-in reliance thereon. o 0

-

Py -

Thié“consént7(dn1ess‘pxpressly revoked eaflié:) expires upon:

-

2

(specify date, event, 6r condition upon which it will expire) —

. Signature of Client/Patient ’ %ﬁ L ..
° o, . -. (Date) .
' Guardian, where appliable . . ) ) .
1fy rel h E S ' (Date) i
Spec y, relationship - : ¢ .
& 48 - T .
K Eii) h . . el
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* - B3
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-~ 13
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I's '9’ o
SRR B SR
/ . & L) .
- ) - \ hd N
Ao . 0
¢ P
“ - ’ . . e .,
. . - ‘ STATE OF WISCONSIN '
'Y . N . . . . Vs ‘:? 4

Department of Administration -

- . : _ - ) . b Project skill
. i Release of Information. . . Bure.u of Human Resource Servicer
B - (To Project Skill) ) 1 West Wilson Street /
. - - - . . - Madison, WI 53702 i
4-—-/ B .-7‘ ) , ‘ [ ™.
hd ) -
I, . , 8ive permission to

(Type or Print) .

< Project sk{1) to.discuss with potential employers or cooperdating agenciea

pertinent background {nformation regarding ty -job resdiness and quaiiilc.-‘

. éion§,~ This information might 1nq§ude medic.l, psychological, vocational,
’ and ‘pducatioial records. - = 0y L
. This release expires ' kJ/ -and may be re- .
' i * b £
voked by me at any time {n writing. . . i
. + & . - . > ‘ )
- < ‘ '+ Signed: ‘ '
- T . * ’ - ‘ -
T . ot Date: . -
) . ’ 4
. .o ) * ) L
Witness:
s - Title: ' -
.o S —= - .
.t . Adency: - . : ‘ ’ , 7
. - \ Date: ¢ - . ® , . .
: . . ' ' W
.y 5 ‘. /
” Y -
s o’
’ ‘I . - *
rd .‘q“ /—r::
- e - o . ' . N -
. * . . . 56 o
- ' L4 I ) -
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KTy, |

PROJECT SKILL

“e

diagnosis is-

o L CERTIFICATION FORM. .
Name of -Applicant . R
- ..  Last First N Middle
B "Address_ ) °
‘- Street Number . Street
R
.o City State ,  21ip Code
N . - , /
This document certifies that the above-named applicant has a disability
diagnosed as either mental retardation and/or emotional disturbance. The

«

-

(Supporting evidence such as
,required)

" The applicant is willing and able to enter the

psychological or psychiatric reports 1is

o -

'Project Skill training

Program, and can be expected to adequately tolerate the stress of full-

time employment.

.

Suggested job areas: -

t
.

=

L]

Certified by:

- Signature . —//’//ﬂ

- "
v
- N ‘w

Date

Y

Type Certifying Persén's Name -

»
-

-~

- Title )
. - * h = T
’ i > .
) . Certifying Agency -
. ‘ N . -~ .
) « Address . K
Telephone . e
. ' - "

- .

kS
Y
o
3

[ 2
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»

. »
D A TR ”

QUALIFYING DOCUMENTATION TO SUPPORT

. APPLICATION
: L

Ny . 2

A genéral medical examination,
indicating acceptable health,  {
- .limiting disability for the job

Specialist examination, when ne

not over pne year old,
2., without seriously
. N .

cessary, to cquify‘

any specific condition and its limiiations, such as

epllepsy, etc.
o

If physical demands a

‘. ¢ ~ -~

2

re a major consideration, such as

hgavyilifting, proof; of ability
. -tory, vocational evdguatlon, or
. work sample®. - _ .

.
L™ e

’

PSYCHOLOGICAL :" . ’ '

PSYCHIATRIC:

s

—

A report from a psychologist or péychiatrist indicating

via recent work hig-

completion of designated

. elther mental retardatio
The fetardatigp should b
range; the emotionally d

n and/or an emotional disturbance.
e within the mild or borderline .
1sturbing condition should be in

ACADEMIC:

. * %
7+ TRAINING:

INTEREST:
3
APTITUDE:

|  INTERVIEW:

I ,

remission of its more serious symptoms. -

When required by the joﬁs proof via school‘records or

.~ testing of minimally accefildable reading, arithmetic, or

dther'achievement levels,

When required by the job, pr
minimally acceptabte progres

Evidence of interest in the
interview, work higtory, voc
+* .

Potenti;l to learn ‘job as ev
.vocational testing, work eva

Be able to meet minimally ac
set by the interviewers ugin
service, Project Skill such
appraisal. - . “

/

records of
the job.

oof via training
8.:in order to do

work as discerned from the
ational testing, etc.
r

idenced by work history,

luations, etec. o

ceptable requirements asg

8 standards set by the civil

as the "EValuatiog*Factors"
’ &




ERIC

Aruitoxt provided by Eic:

DEPARTMENT OF ADMINISTRATION . -

GENERAL COMMENTS:

.

v . - ADPERSIOLT T T
STATE BUREAU Of PERSONNEL & - R
; )" - N APPLICANY EVAlUAYbN SHEEY R -~ ‘ s r
N y ] i ”
NAME —— L e — e . —— - .{._ - - -- R Y
CLASSIFICATION(S) ) I e e e
for which applicant ‘
is to be considered- . = )
(2) . - - —— e m e e i
(3) — e e i e e e b
Available for work starting — —. Wisconsin resident since e e e Mo -
* ' .
WILL WORK: Shift [} 1, 1] 2, [} 3. Weekends [ ] "es [T} No;‘ ! Holidays | | Yes | 1 No- P
- ; ; , . : 1.2 3; - © e
EVALUATION FACTORS ’ NOT(ES} AND COMMENTS = 2 e ! 11011 EVALUATION
7 . . - - . ~
WORK EXPERIENCE AND TRAIN_ING: . s PR A b4 U1 U1 1) Superior
— MNature of wark experence - N
— Job performence & [ {7 7] Above Average
~— Empleyment Stability . , . .
— Attitudes towaerd |obs wpervisers \ \/ {11 [ Average
— Aitendence. sick lesve record - . N ', M
= 1111111 Below Average -
-— Ressons for leaving L i
— Specizl training or course work [ {J { ] Unsalisfedory, -
— Outside interests, activites 3 - - -
r ‘. * ,;A
QUALITIES RELATING TO THE POSITION:" ) - _ (LY LI Superior
~ Attitude, understanding of porrtion “ ¢ ; - . 0y m ["} Abov® Average
= Views on pay, hours * e o . ) .
— WKy Interested in ths poution - . - N - - SN L Average
© = Portinancy ond edequecy of pant treining ¢ . L’ r ) [-J Below Average
" ond experience — quefity dnd quantity ~ .
— Speclel skylls, sbilitles : ) - F1 i [L) Unsatisfaciory 4
- » . -~
P-ERSONAL CHARACTERISTICS: ’ [} L] L) Superior
— FlexibiMty. tolerance . .- e I o - .
— Self-reRance. maturity, confidence ‘ ' SEEEN Abode Average
— Yitelity. Initistive. elortness * B . N -
— Gestures, voice qualities. mennerisms R . - - -~ l I 11 -Averqg'e .
~*General grooming. poise. posture * ~
— Heolth ond physical fimitetichs v - i {1} L3 {7} Below Average
~ Ability to communicete effactively . \ s
= Sabriety ) * ‘ t I L) CLIT) Unsatisfactory
= Tect, sincerily, courtesy . =~ d N

Indicate separately in (1), (2) and)or (3) below your overall evaluation of the applicant for those classifications tisted in (1), (2)

and/or (3) above by placing a numerical score in the appropriate box for each
for each be sure to keep in mind the duties and responsibilities o
those evaluation factors pertinent 1o each separate rating.

separate evaluation. In determining your rating .
{ the position(s) the applicant has applied for and_consider only

-

KN

A
) . . .
Not Marginelly Adequetely ° Well Exgeptionally Add Veterans T ¥inal
! Qualified Quelified Qualified + Quelified Well QUelified Points If Evaluation
049 . 077 78 83 . 86 93 94 100 Appropriete * « Score
e maman e oam W . P . e ~ . - - ., ’,
L R - ’
inunted lnsleast SR o B R T - - - s . -
2L T \ R P .
. - e cmes W . - - - - - e, T - aN
. ber
3 , ,
b < * ~ , , .
Date: 4 Local Examiner: - :
‘ - . 7 . . - ° .
Agency: - Agency Unit;

w59

.
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A ..

. ) oL S Aggendix -
' d + R T . -
h CAN YOU FOLLOW NIRECTIONS? z
) -

N ) ! . . &:‘ \]

) . . . : . -5 WU GIVERN N 4
This is a timed test, you have three minutes only. ’ ‘
- ) N R .

1} A , )
1. Read everything carefully bcfore doing anything.
2, Put your name in the upper rxghthand corner of this papér. ' i &
3. Clircle the word name in sentencé two: ." - .
b i Lo
“4. Draw five small squares in the upper r1ght hand corner". —
5. Put an "X" in each sthare: '== IR v i
6. Sign your name under the title of this paper. - . ‘
7. Put a qircle around eagh of t e'squares '
' » *a, ° -
8. After the'Lfitle write "yes, yies, yes." -
& ' N N !
9. Put a circle completely around number seven.
” ~ ’ . b wd ¢ o EC o X " o -
10. -Put an '"X'" im“the lvder “left hand corne“t; of this paper. . ’”
. . e - = -
11. Draw a triangle around the word Corner in sentence four. . R
’ . 4:_ , :j . 7
12. " 0On the back of thi&paper, multiply 70 x 66 o
13. Draw a triangle around the "X',m ‘E{e lower left hand cornér. -
L
14, L%%dly call out your flt‘sl. -name when you get this far along ! '
s -y )
15. Tf you have followed dire_ct,'io_gs care‘-‘fu\lly to this point, call out "I have."
6. On the reverse side of thig';paper, add 8950 and 9805. -7
17. 'Put a circle arou:ﬁ\(your aﬁéwer ,and pdt a squaré aroynd the circle.-,_«.;7
18. In your normal speaking vo1ce, count 'from tem to one hpckward. - -
19. Punch three small holes in the top of-this papcr ‘with your pencil poin t N ,‘,',,
*20. I[ y&n are the frrst person to reach thig point, loudly calil out, "} a@ the ~ ‘
first persmi to reach Lhis point, and I an_the leader in following dircctions!"
21. . Underline all even numben on’ the lof't ‘:ide of-this paper - B ..
22. Loudly call out, "I am ncarly finished. 1 have, f611lowed dlrccttonc' % = P
¥ :‘ . . : ::— - - PRI
. 23. Now that yoy have fimsned readmg everything carc;fully, do only sentence -
- number one and two. o { o
- » L -, i LY i ¥ )y -
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C T ' DIRECTION T ks~
. Take a three-foot ‘piece of double strand wite, grasp '*_,__‘T . ..
' ‘ it with the left hdnd forefinger and thumb at about TER e
. glx inches from.one end. Use right thumb and fore- D
finger and grasp the end of the wire and untwigf the . 'f‘:j .
) strands about six_ inches. Sﬁ'ﬁaighten'the two wire ;}f:_;_‘
~ strands to form a "V." With the right hand thumb and 77 . .
first two fingers grasp the right side of the "y" L - -&:" _
. about three inches from the end, bend it clockwige ' U
| “downward and away. Then twist it back to the left P e
J forming a loop. Grasp~the wire with the forefinger - .. Sl
» of left*hand and hold it against other wire straad. SR &
_ - This makes a half of a bow on the right side. Grasp . ook T«
- - - lefe side of "V" wire at the end with right d \ —— e e ]
‘ . thumb and forefinger. Pull toward you at thk same - L FoRws
s , time twisting wire by rolling it ‘counterclockwise - T T
: . with thumb and:- forefinger. At the same time bringing . = - -

‘. v wire end to the right side of bow: A full bow has -- / T LIy ..
been formed., Push the wire -end on right through the . ‘f?{;; i
right loop. Pull the left wire end through the left ¥ Sm oL
loop. Grasp both wire ends with right *hand thumb and - -
forefinger- then pull upward making the underyriter's ‘ - 2F
knot with two inches left at the end. /A R ’ P hiad

- . T i< ° "ﬁy,:’-‘.._
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) & . GEPTING READY TO INSTRUCT i T

Before giving instructions, however, th%re are some steps-that must take
place first. . ' . (

-

o . ’
TIMETARLE ' : ©

-

a

£

-

-

Instructor should discuss the value of using a trafning timetable which -
L ok ® 1is tailored to the job to be Iearned. Remembering that the average

’ person“can assfmilate ouly 3-6 simple iqgtructiogs at a time before
becoming ,confused. . T R

— Using Sample # = review with the group one real Epplication of a time-
table. . o . .

PN
-

- TASK ANALYSIS T .

v

.
-

-

Sketch out Task Analysis form on blackboard.and explain to group about
- the labels used at the top of each column. . .

< : / " ’
. \ ",)

- Major Steps key Pointg .

. (What did I do?) | |  (Howdld I do it?) -

-4 To expbain, the mechanics of the Task Analysis the instructbr can use
the operation of opening a door. Do the analysis on oard with
the group hélping determine which are major step$ _and which are key
points. Use.questions. This following. sketch cowld be used.

., * . . Major Stepss . . _Key Points

Ve ' S

T+ (What did I do?) . -(How did I do’ 1t?)
1.- Grasp knob - 1. With hand
2. -Turn knob g © 2. Twisting motion
: 3. Watch for metal
burrs*, don't cut :
« _ your hand
‘3. Open door 4. Pull open

» jl}** -

\;vw-

i
.
[

«

o
ﬁl(‘\
L

]

»
L
iy
4
H

* #3 1s safety factor which should 1!ggow.the?point it 4s applicable .
‘ C.O- «< ‘ - .

S e ae s

’

—

\ ‘ ) .

77 INSIRUCTOR'S GUIDE ONLY - R

I~

. . N % N R .
© Point out that the Task Analysis is onf& an outline or guide for the

. "instructot to use whem-teaching the learner. IT IS NOT A SET OF WRITTENduese

> . ' INSTRUCTIONS FOR THE LEARNER<TO USE. It does not matter‘if the learner
sees the analysis as the 'instructor.should référ back to the analysis

from time to timebut it {sn't written for the létner:- - .

-
P
’
- N . . R

R T

62 I
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- Instruct materxials to finish the flannel board presentation, started -

TRY OUT ~

TO INSTRUCT .
When the discussion 1is completed use the'f]ann:} board presentation To

)

earlier and to explain columns on the blackboard. {Sée Figure ita)

TO LEARN . : TO INSTRUCT R A
! Motivation . . Prepare <.
, Undéfstandiné ) g&esenq )
Participation : Try Out . © - o
"‘ R et @
Applicajion . : Féllow-up ) o
- v . s v . ' B ’ , ” ’ ., ‘:
PREPARE : S ° S .
Column ;i\is labeled Prepariﬁé the Individual to Get Ready to Learn. .,
PRESENT : : T !
T . ~ . R
Column #2 1s labeled Presenting all the Major Steps and Key Peints tn ~— . .

Job to be Learned.

‘ . ‘ . s

.

1Y . ! !
Columﬁ #3 Try Out lets the iﬁﬁividuai*parliéipate in_doing, the job.

FoLLow-yp * . ° T o . ’

*

Column #4 Follow-up builds self-confidence in the individual and also

~ allows the supervisor to check back from time, to time for giving help o
g -~1f needs., ' ot o o ‘ . )
» ) . -
' To summarize the training and the .technique, form a“list of the things . .
g that should be done. The 1ist might look like this:; - .
. 1. Put him 1. Told him * 1! He did it. . 1. <You left
’ ’ at ease, step by 2. You ~ the room.
2. T61d him ‘ atep. . corrected 2. Praised
about ’ 2. Explained his ’ . him,
~ - ¢ompany. * clearly. ’ mistake. 3. Told
3. Found out ™ "3, Did it T - where
' . what he again. . to get
( . knew by . : - help.
" asking B L ’
\ ahout ' - X ;
e fask.’ ‘ - =
LS e . .
Review briefly the importance of proper planning in getting ready to - o
. instruct, o - *
Leave ten or figteen minutes after the review to summarizq all of the !
. . T supervisory.training and what you have learned. Ask questions of thet ‘-
N»—ﬁf}-?’f*ﬁf«‘: A\ * . e s e a - Acymagg Wy = g3 0} 3 AR . ..
. o> N ree
.- L) i :
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, group to be sure that they have also learned ;he”cod&ept and Wl t is
o that they must do to take part in the hiring and traiming of mildly
+ retarded and restored emotionally disturbed with some degree of success.
0 . ¢ .
1. Ciose session by handing'outxcompletion certificates and thank the
“supervisors for attending, . : < T )
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o Co-workers are an import:ant: part. of the- Federal Makpower programs. .
) They myst therefore be' looked upon as_a part of the gigantic wheel that —
o makes the project work. _ .. ]
' . Y " - -
L ' ‘
N <o ‘ g - -
;} « o . v
) S— ‘ ' S . .
N . . - . . -n. . -
P ~ H - o . - -
- ’ p $ ; s S .
“ % [ . . ¢ .
. Vo) I
‘ N R O(‘ o ’;9 N .
o '1 Q , o >~
o) 4L ’
0
% (S *
y \ tntake it . . . |
) \ 'fJ Coordinator . ) . |
R & ¢ JOITUTPIOO]) fwm . ’ I
. . ; Ry4 . «30af0ag 7 i
R . &S/ ‘ - . |
. < 4 |
4 y 47 - "
. ) 2 , e > )
. e . [=] - - E
- . \ > ) I
' ° " \ ' . e 1 ‘ N
v S oo R N
. § - . ’
v -
\ la. - PROJECT SKILL WHEEL , g ‘
. - ' v 4 ® ‘.!
. ’ i % |
- Because of your me rCance, -the Project: Gkill program is providing you . .
e I with the basit’know edge of the program. * .
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CLIMAYE '

I wouid,liké—you to conside

« to yoy? (Write responses on blackboard.)-

2

Possible responses are:

-

1. weather -

2. loeat;pn

3. atmosphere

. .

4. working surroundings .

®edee pred ettt ncnacaed s e

Make a laundry list on the blackboard.

r the word "climate."  What -does this mean ° -

% b
L4

[ i et

When the responses end turn tg
the group and ask for two volunteers. .After two have volunteered, gsk
) them #o leave the room,for a few minutes,
;i - : P - . L] ->
Afcerfthey are out of the room tell the rest of .the group that ¢limate -
. ) is the relationships between ‘employes and the surroundlng conditions
found"in-their ‘work area. Climlte can be either positive or negative.

. - To illusctate this we. will attempt to develop a false climatic situation. . -

3

- The iéstfhctor should say, "I am going to ask the two volunteers to come
into the room one at a time. I 'will then ask each to draw a flower grow-
ing in a flower pot on the blackboard. "I don't know that either person
. ) 1s anjartist or can draw." . . -

. M . . 1
POSIT{VE CLIMATE )
- ¢ - > .
“'Now when the first person comes
climage. Praise the flower or.
to make the person feel good.”

- * - /

.. NEGAT{ve'cffmate 7 . et .

N - .
- - ’

- A

in I want you to create a positive -

e pot or the technique used :gan%;hing

Be rareful to sound sincere." L,
\'r\ﬂ

"After the first person has, completed I.will ¢all in the second., Then .,
. I wanf you to help create a negative climate. Criticize or degrade . +°
© . the dgawidg as“you tEy to cause the person’to show a reaction.” (At '
. - . ' this goint the” instructor should be cgreful not toriet_the group cause
“dny redl personal injury to the volunteer.) - ¢

[ d
ul

og

v s
» R .

PR | can't participate in this
Are there any questions?" _ _ ‘ ,

~ . E " . e ‘ ’ N
v -.Call £irst person in, hind him chalk and eraser, and ask him to draw a

project- because itliust look spontaneous.
. ‘? « 'a ‘

~ Zl?weéfbg;}aﬁd?ELQYefkgn ;higgladkboard. . - .

. H 4' - e . I-. B « *, ‘. . s .
If ché”gréup“iq‘slqw in gtarting to create the climate, yourcan stimulate ~

o

discugsion by asking - "How dae
e =~ = . - .

. ! 4 . 1"
8 Fye gggug“feel‘abgut ghis.draw;ng?

-y . - ’ o e 1
;Qxfnd repgat- the instructions to him.

—

]
Call the second-person

+




w
s °

When the second pe;son-complet;:vhis Jork, thank both participants fof s
their work.

r

& -

Ask the first volunteer about his reaction to the-group.’ When he-has"

answered ask the other volunteer about his reaction“to the group. Explain

for the benefit of the two volunteers that climate is also attitude in ,

the work area. It is not only a supe visory responsibillgy but a definite
iti{g working climate.

advantage to us to maintain a pos

The supervisor’as :
in the work area, trying to er g and builld a positiwe
reaction in'the new employe “toward the job. We have covered many areas to
{1llustrate individual differences, and used the projects to help emphasize

K

the'se differences. .

°
A4 -

,3 We found that pégple with varying backgroundp and experience react differ-
©ently to new work experiences was shown by using the triangle project.
ra ‘,“ . v - -~ - . v

°
.

Aruitoxt provided by Eic

Fatag

-




_ WHAT DID-HE-SAY?
' i

down the left margif'write the numbers 'l .through 5.
. ' a S
Everybody ready? (Pronounce words clearly -but do not spell the words.)

’

edge.

to each

ord pronounced.,

for each person in group.
- - 4 »

ELACKBOARD*LAYOUT

. Run

(WORD_DEFINITIONS)

Down ieft edge write a number in sequence for -each  partig
in the group.) Call on first person and ask him to tell you -his

-

Continue until you have reeorded the responses

Fire Doll Tight . Dog
Move Fast * Hose - “Girl ° Drunk. House
Stocking . + Water Toy Loose Pet
Water Truck ‘

aniggll

Draw the supervisor's

develop the differences in semantics.

8 attention to the responses on the blackboard, and

Explain that this was ‘an exercise

in word definition based on the learning the individual has gained from

his experiences. The same word does not necessarily mean the same to each
person. Explain that it is very possible that the learner you are 1nstructiqg
could respond to your job explanation in- ‘much the same way. “The questiod

to keep in mind is,.does he understand you?

him?

Is your job jargon foreign to
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Project Skill - Proposal to Uge Pers 27.03(1) Cene£a1 Training Plan

(a)

(b)

ﬁykqp:og;gr and sfecific topics regardifig frainee learning and adaptation

(c)

(d)

(e)

- L =

. ) AREendix'g N

v -

- -~

. - N

- : Y] -
& B

Tasks: Tasks to learn are those listed in standard Position 525crip-
tiops as elabotated in the specific training plan submitted to the
Bureau of Personnel by Project skill. \

“Training, safety, supervision:’ Traiding in task performance. will be

dong ordinarily by the first liae supervisor. If preliminary ot
ancilléry training is neééssary, Project Skill will arrange it. : -

Training for supervisors, and co-workers when appropriate, will be ' .
conducted by Projeéct Skill staff to provide oriéntation to the _

3

to the/work environment. . . . -
Safaety prac:icegzwill be ordinarily discussed with the trainee by * , ’
the first line supervisor, and the trainee wilt parficipate in any Y ]
regularly scheduled programs. If ‘special precautfons are necessary, ..
Project Skill yill‘ﬁ'ovide appropriate information té the supervisor.‘ ’
. ’ ’ .

supervisidn will be done by the first line supervisor. Supportive
services such as ¢ounseling will be provided or arranged for by
Project Skill. Written and oral\reports ‘on training progress will
be fnitiatgd~by the supervisor and discussed wtth the trainee and
Project Skiil. - ’

a -—
“ -

Defini;ions,of disability: Project Skill accepts certificptions of

persons as mentally retarded (usually mild rqtardation) br emotion- o ; .

ally'disturbed/handicappgd. These certifications are usually received
from the Stage -Division of ‘Vocational Rehabilitation counselors ~ > A
although counselors, special education teachers, or psychologists _ ,
from'othertagencies may alse certify: Supporting;ggstrand/of inter- .
'viewer 1mgressions are.réquired. L : ’

Essential abililies. of trainces are the .abilfity to T) do or léarn

required tasks,.and 2) ad just to work environment within the ,training
period. Abilities of the trainee'are_appropriate to.the job require- .
ments and work setting. N .

- 5 ) v - \ - - K 3 ) . RS
Fupding source for appointee pay, supervision and overhead: Employing ’ N
Unit. [Project Skill provides selection, trainee supportive services,

o

e.g.,_counseling, and consultgtion-with’emp£oying unit staff.® g PR

o

« ~ -
Proposed processes for identification and,fair selection offappointcesi -
Job annopncements will be initiated ‘by Project Skill and approved by

o1

the asgfigned Employment Specialist in the Bugeau of Personnel.” Project =
Skill I distridute announcements to selecfed roferral source ‘such =
as Division of Vocational Rehabilitation, rehabilitation facdilities, LT .
mental healthuqenters nnd'speGla] education-dephr}mcnts. Screening' , -, -,
inkerviews will be held. ral cxaminations/évaluations, and perform=
ance tests where_appropriate, will be administered by Project Skil

g ‘. S

™ c e
- .

staflf and, %ccnsionally, employing unit staff%wﬁcategoqy‘cerq_}ica ign " .

¢ ‘ . " i
. 3 M 4 Y
— - e i . . t

. , e
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~ Will be used. Final interviews will be conducted by employing unit
staff-supervisors. The complate process will be coordindted’ within . ‘
. Bureau- of ‘Personnel procedures. .o ) .
, z” ) ’ L , :‘ ;;“;A .
(£) Length of employment : Training,-apd probation at objective level, .
o will be-followed By permanent statqg if]gaticfactory progress has
been achieved. The employer, after™i8ctussion with trainee and i
Project Skill staff, has the option to terminate employes if progress
. ‘ < does not occur satisfactorily. Tt . .
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TRAIN'NG AHD EMPLOYMENT. AGRr EMONT - Y ~STATE OF wiSCO! ‘SlN
s PAhﬁES_}'d'rtie TRAINING AGREEMENT T ST .
. W-:conm Svelo Cepov'me—nT of ¥ T T ---»-: N D-v-.voﬂ of ¢ . TRAINER

Katural seeccurces o Scrvices - Llf (cc_:.n_;l.cc_s .
OHJC"" LeVQl Clon-f-:ohm'ﬁm- T T E"‘P'°7" s Nome ) >
___Clerk 2 - Trifnce- -Froject >,\111 .o L | TRAmee
. TRAINING CONDITIONS_ o
. The Tromex ogrees 1o hire ond troin the Troince fo quolify him for the objective level clossificotion. The Tromc&s“ '
* will be poid ond odvonced in occordance with successful completion of the troining progrom segments on the following }‘
" schedule, - - Hourly .
c i n Elfective Pay Porded | —=f- - Wecks of Trafning 1 AsRly Salery -
, ht . e _c—o_n_\:n_tntcmor\l R N _: , . . : I D
- Kevauter 15, 1976 } 6 -cntl;_s R §2.850
L hEVEREE b2y D 2B e e - —— e ——— e
L T ~—f;ﬂ_“*//a/5:"jﬁ7 '%ﬁxaia".'“?”’*‘”:"'“""'“'“';30«6‘“*‘““*“‘“3" -
- ‘_-:---——‘—--—“--'4-— —.em s e meee S e -_—emz W e e,
After the effective date of tlu%ogvccmenj, poy rotes dnd other Troince bencfits are to occrue ond be odjusted in occordonce
with outhorized legislotive or dmlmsnohva rule chonges. , L

Upon certification of successful completion by the Troiner, tHe Troince w'H commence a six months probotionory period
ot the objnctive level solary. Upon successhul comch'lon of the probotionary period ond thcreoher regulor poy odjust. ]
» ments shell be inode in occordonce with the oufhorized poy schedule, )

-

Upon completion of ||'se pvobohonory period the Tvoincr s]wo” complete the necessory rcpo’vls ond cothf:rohons such os

the Troince Quolsficotion Repoart (AD-PE.OP- 3)

s
€

Continued np! ‘oyment of the Traince is conhng nt upon the Traincys satislontny parf wiance during the liaining and
pcobohonor/ periods, ond the Tioincr may, t2lore the expirotion of cither of the oforcrcntionsd periods cither extend o
ferininote the ~N~"~ymcn1 Aftat*the completion of the probotionory period terminotion by the Tm-n“r may bé effected
jonly for proper ond fowful recsong (in occordance with the then cxisting rules and regulotions). The Trainee, upon

lcomplation of the 1roining progrom, must heve complqlcd oll phoses df 1hg instruction descrited telow ond bc copnble-
, of p 1fo”ung the fo”ov.:ng msks. R Ty ‘0

. r
- ’
2

e is“;q?__ REQUIRED msraucr;on AND TASK PERFORMANCE o

T
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- .. Project Skill® TRAINING FROGRAM ' Clerk 2 - Trainee .

- - Dept. of Natural Resources

Duration: Up to six months. Movement' to the objective level (Probation) -
or termination - will be initiated by the employing unit, after discussion o

with the trainee and the Project“Skill‘trainern Advancement to Probation .
can only.occur after the minimum training and expetience requirements’are
( met. .- . . . )

Salary: Start beiLween $2.856 and $2.97l\per hour depending on prior
pertinent experience. i ‘

. > ' hd - . v e - -
. Sﬁgervision: "Clerk 3 - Supervisor. Project Skill will provide or arrange
-+ for supportive setvices as needed. , . - -
/ ' = - .
/o .
-/ Progress ratings - evaluation: "Periodic evaluation of the trainee's-progress
/ will be an integral part of the program. ‘The immediate supervisor will inform
~ . the trainee of hls or her progress at regular intervals. Cdé&eé of ratings
: (Training Record) will be forwarded to Project'§killz ‘.
. Suggested schedule:- Weekly reports the fir§t‘month. Bi-weekly, reports for
' the balance of the training program.’” ‘. :
Orientation: Personnel policies; tour of the physical setting; apprgpriate .
’ . safety practices; work rules;‘introduction to personnel will be part of the
Lt trainee's orientation provided by the employing unit. ! L eSS
' Instruction: The traince will be iqstructéd in performiné the following
" tasks by the supervisor. The length of time in training for each task will
depend on the trainec's rate of learning and ' supervisory: judgment as to h
. when proficiency is reached. N -
b V. Tasks: T . Lo -
o e ™ A\ _— .. . ot e > . .
- - . - f . L o K N
. Oper?, sont mail . : \ -
~ ° v K4 . ~ . - .
Operate duplicator, collator é’make minor. machine adjustments, clecan machines
° Type vouchers - : ) ' K ’ N e
. A 4
\Run'addrcssograph;\keep accurate'ﬁiles ,_J ' ’
) < : L . : °
R ,l\ Deliver material ¢ ’ - p P ' .
— Schedule cars : ’ e . . ~
‘ . ‘ -8 - . “ )
o . . . 3 .- . & .
* Provide forms [rom ‘stockroom o . -~ .
?Ogher duties as assigned . - 3
Al ) . Foad

3 . K
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3

How his work fits into the .total operation of his department.
: Where he does h'is.work. 7 . ' \\\\___£§\ o,

. X P
SOUTHERN W{ISCOMNSIN COLONY AND TRAINING SCHOOL ) o
~  Union Grove, Wisconsin ‘o .
Y = CHECKL'IST FOR INDUCTION AND ORIENTATION OF THE NEW EMPZOYES' i
\ ~ - ‘ 5,' 'y

" The. new empLoyeAheeds to receive the following information and- guidance: )
—_Who his supervisor is (Complete 'Notification of Supervisor Grlevance Handllng“

SWC Form No. 311 HS). .o Y

- P4

A\

"* _Who can he go to for help when he cannot find his supervisort
“‘What department and service does he work in.
Review enclosed job description, ; ) ( -
o

-

___Nhén he does his.work (statting and quitting time, coffee breaks, lunch periods. etc.).
N 3
How he does his work QS{andards, probationary period and implications).

-

___Disgussion of Department of Health and Social Services work rules, WSEA Con*ract .
* Bulletins G 1-3, J-2 and K-1, and discipline procedure. . ) ’
whét cloth|ng and equipment are approprlate : . . 2
.- Where faculltues are |ocated (lunch rooms, rest rooms, vending. macrune, smokfing
rooms, cafeteria and lunch bar}- > . " _ ‘ . -

___What parking facilitiés are available.

-

s . . .

-
-

___Who (and how) to call if a problem Jéyelops and, employe is going to be absent or late., -
(complete ""Procedure fowr Réportung Stck Leave Absence,' SWC Form 314 MS) .

¥
__When will the new employe receive his first check (Review WSEA Contract Admlnlstratlon
" Bulletin M-1. - . - N -
~Answers to questions daveloped by new, employe. B - . .

s What safety practices and equipment should the new emplqu%g;hiyare of (ReV|ew State -

of W|scon51n Safety Handbook)-
s . o

___Duscussnon of emergency procedure (A cbﬁy is'englosed).

__Bulletin boards, Daily Administrative-Bulletins. S

___Phone Calls

" -~
— .

PR S

—_Keys /
» i .
Check L}st Prepared by Zﬁ;ﬁﬁhﬁﬂﬁg
Supervisorv

A

. Em@loye
24

Check List Discussed Qithﬁ
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HOUSCKFEPTNG Q1177 ~

s

“HOUSEKEEPING TRAINEE o ’

- All questions are cither TRUE or FALSE, it is the purpose of this quiz to
determine in what arcas. training is most needed and

. this quiz will not v
affect any evaluation or performance report,” = T
.- " Circle the.T {f the statement is true, F {f the statc;mént-is false; - -
R r - ‘ ) . -
1. T F Cl_e'ani.ﬁg solutions are casily mixed, and gencrous propo’rtic;ris make cleaning .
o eastér, ' ;
‘ ’ . - r » 7‘ {
. T F To clean a large arca, Qit s nefessary to move all of the furniture out of
the area, :
3. T F The following are known as germicidal detergents: LPH, )\33, ’TOR, VESPHENE,,
\ L, T F In - use dilution ratios are not 'i';%g in general housckeeping procedures.,
5. . T F Toilet bowl "cle'aner is most cffecttve when the boul if full, of ‘'water, -
6. T F It may not be necessary to wear rubher gloves when cleaning toilet bowls
with chemical cleaners) . ’ .
- . . ' . - (-.~ ‘w . . ’
7o+ T F Toilet bowl ¢leaners can be:used on chrome finishes and will higHly polish
S chrome, - 5B . : ' - ,
8, F Ammnonia is harmful '

to all surfaces except glass and should not be used
as a cleaner, ‘

.
& ® . R
€

p < N . - . ] N
9, f  PMdered cteanser can be used to polish all surfaces irnctuding. stafnless '
steel, *
X . o " - . ’ - s‘eﬁ,_\
10, T F As tong as you are in yot} arca, it is not necessary to lock your janitor’
) . * closet, ! y " ' " -
. ) . . . . s A3 -
LR .0 F Mhen damp mopping you should always start next to.the baseboard and work _
' , across the floor,% J— . s
“ - e T &
12, __ T. F Yacuum clearérs naed to be ¢leaned only once per week, - - : {
13. T F If one of the residents of the Colony g_c‘:"tzi~ in Your u{a‘y‘“you"-coulﬁd}, Toék=him: or
e -~ .her in an~adjoining room unti} you dre fin{shed, . ' i -
- . ' ' ’ £ o
14, T F You may néver put your hands into 3 waste basket to remgve trash, : .
oS [ 1 c » ] e :
15¢ [T F . Workihg forwird is the hest way to machine scrub Floors, ,
B , i . | ‘f:
6. / 1 F Always clean all of the o

qui'pmcnt that you used today,
dOY. ' ‘c

before leaving for the
{
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HOUSEKEEPING BASIC TRAINING ) .

. © OB .
. =, ‘ o
- P +  THREE DAY COURSE -.24 HOURS . )

P -
-

TOPIC: -PRACTICAL APPLICATION of METHODS. in AREA CLEANING .
- e e R LT
This is the final test Formknowicdge“gaiﬁed.through the training period. -
(this is. an 8 hour clement of the trainfng program)
o .

¥

-

<
~

‘EaZh trainee will be assigned to and be‘responsiblc for a jarge'area
-, " consisting of one restroom with two showers op bathtubs, an office
‘ which will . be complete with all-necessary furniture, 1000, square feot
of corridor, N ' - - .
» %_!

A ) '
: The, trainece will be responsible for the complete cleanirg of the above
-{ ] . arcas, he or she will be instructed to use ail of- the c!emcpts']earned

during the course of trainihg, BN

;
——— -k g

“ , : ;
- *" The training supervisor will ‘inspect the clesned arcas and make an
““sevaluation recor difrhis findings on the Permanent form for each trainece,

o~

to_all the trainens who have sucegsfﬁlly completed all their assignrants,
> . - - C . 3
The training supervisor will make an attempt to toke each trafnce to"the
area which he or she will: he assigned, introduce the employee to the area:
forman and help -the cinployec . to settle into the‘area, .

s -~
L] - b i~ :{%-, -—
. ’ — # BN

&l . . "

\
A\

T T et 4

—y , ‘ o . . . P , :A "{g‘;: .
- . ) ~- 69 - - : ——e—ly -
- >

P
s - . . - ———— g o o S
v,if; . . . 3 v P clu-nl) N 5
" P .
5 N f P, s
fo "3 LR T -,

- "* Upon completion of the evaluations the supérvisor witl present _certi ficates

v N N
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- Bom e s . '~ - - N .
. Projects Skill TRATNING RECORD* LClerk 2 - Trainee .
. D . . Dept. of Natural Resources
3 . . :
o - . Tt e~ - - : :ig X N ?
(Reporting Perjod) (l.ast name) " , (First) (Initial)
. ) ’ .
v ” - . , N
TR - Y B D oaa te v "y -
o Ratings LA - #
' Tasks Quality | Speed Comments ) . .
. - ’ ) Al
. . ¢ S T S v ' k
\ Mail , Lo ) - ’ -
R / [ * N .
3 _ , . . | - - |
Q - . ‘e~ . ’
. : ~ Duplicator . ‘
\‘::: " P \
. . . > N v - o
.. © ' ’
X Y Collator . . -
3 . . \ H .
e Typewriter toe . !
4 /I . . N - N
' . - . - '
* Addressograph |\ -
¥ ¢ . _
! ; - ) ’ : A . B
Delivery : o - .
. s ;: * . -~
- . ; :;‘ , .- :_..,.;.-.:m: .~ «n ‘,“., EN
Schednling 2 . s e
- - ! v ————
) . ‘ /1 v.. 5 — -
' AN R N - . PN =
. .SL roo s A N N N ’ ; ° —
L ) ockroom : ) )\ L , Fe ) ~
‘ 2 7 - = - - - -~ - 77
[ P S PO e - -
“ - - d , ‘ - s N
- - .‘:%; Otht’ri '_'/ , . » ™~ §
. ’ . il
— x,
g © . v o
) v P . =,
*C Tyaini ) Yy v . ; =I5 - ° T
’ See Training Frogram (or more detdIT”
A A ' . >
T TFTTO T IR ! a : .
—— T #f P ’ <
e px e 77T Rating l - Fxceptional ) 3 - Average, S~
NPT Code” ,. . : . = Y
" 2 - Above Average & -4 > Belpw-:Average - ‘
* s b ) - - , -
. ¢ v T ‘ —~
- 7 , . 5 - Unsatisfactory . .
Al " - ) ’
e - o 77 v ’
Q - . R
ERIC ' - 70 - Lo . DH: Sept. T *
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TRA N NG RECO D

: -
TRAINEE'S NAMI

s s = —————_ My 0e a8 o Bt - w——— o —

JOB=RELATD QUAT 115

14
s

-

N v ) . .
: . {
. ‘ , ¢ nmu'x;nl___ ‘zp thity
\.( T | Reason(s) Absent | v | ONe(s) 3
ACtenddner . . * . -t
PE— - \ P B
, . . . . K
Attendance N o >
. . . .
- . P e ..
! 4 N ’
» « o
- Atlendapee . - T
% — ..:...-.’ s e e 20 b, P L LRI JNRCIC— Y
~ . ) N ‘
LA Punctuality v a ,
. 5 - , °
e ; .
\ = ~ - )
Intercest ¢
% - aga
4 -
- N . M N T
Co-Worker M .
o Relationghip . s . . .
? — P —
) . . - ! N
Supervicor . e e -
-~ Relationship 3 | . ' . .
v

S.’lff-‘ly; ‘

——

Stenpth/

- . . .
Endurance .
. £2 . 0
— ¢ \
- — Acceptable !
B - . R S e — e
. - Needs Improvement L
] \/ ¥ . ’ ‘
= . Other (Lisu): - i
. ’ i,/._v s - 2 . -
) ] b R . o ‘] R l/- LSS -
% m - - - -~ ,
Cand -
- - = - » c o '
. - . .. - . ~v
- - - —
“_.'l-’r.lL]T(_Te"—«-‘.sj‘éﬂﬁ‘&e . Kater's Signature —e o \
' . . 9 . .
- v — 0 .
- (3 - . . N
) e N
w ° Title ' . -

. Rating Codt:T~

4
. ', — _ R . - . 3
Y 1 Lxcellent.- 3 Average . Luploying Unit T . ) °,
Y v ~ o, B = e
2 Above Average, © 4. Below Avepage ) - ) - . =
' o . “r /8 - § f
_ . Eww 5 Ansatisfactory -1, - —
o ‘ : n DH: Rew. A/RI76 ;
ERIC - ey R,
R . ) ’ — ez =
S, - o > —

R e - o
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~eosPROJECT-SKILLs oo - . e ey ., TRAINING
. . CFalezER R
ve @ * ; . - %‘;.‘-'»‘:“’—“ 7;}:&42*{': PO - -
: ) L Tm e o GUiag to Rating Code . ’ N
' AN e ‘

. Rl

. 1 Ekgellent Quality: ‘A standard. of performance well;Béyond- the average; .
Yoo “meritorious. . N . - : - .

] ‘ . v . 5'.3*

1 Excellent Speed: Rapid,~well-paced performance while ﬁatntaiﬁfﬁé"t
~ acceptable quality‘standards -
- ~

D 0 ——— s

¢

¢

R}

- ,b - \\ N PR e s e

‘2 _Above Average uality: Performance which generaily meetgs better than-
average Standardg, , . - - : : :

' v
.

2 Above Average Specd: EffecthE performance somewhat faster and better
paced than average while ma ntaining acceptuble standards, . o

[y -~ - .
’d : . N
.. .
. N

~
P

Se

PR
e
FPRE s R e

B TR

=
A Y
-
!
.-

L4
N - ”T.:‘.‘L:.":‘:;ri--—wr Fra Afeds o S S
A

. C g
K} ‘ v

T - s %

e e
3_Average Quality: Performance which meets acceptable standards.

4

. N

3 Average Speled: Pace which meets usual time standards™ of 355‘3657

T - . R \ -
4 Below Average Quality: ‘Perfordancé which ofteg does not ‘meet minimum
acceptable standards. ~ =

e .

A

4

4 Below Averagg'Spehd: Wche which does not complete ‘tasks withfﬂ~the usual-

»

allotted time, or is erratic to the extent that meeting the schedule is
somewhat difficult.

. s

~ ~— - N

-
.

5 Unsatisfactory Quality:. Performance which frequehtly is well below
minimally acceptable ftandards. R . - -

\ 3

. . ;
5 Unsatisfactdory Speed: Pace which is so slow or erratic. that sehq¢ule -
cannot be maintained. ‘°° .

» . r D}
-

(Brobation is the next goal “for the ;rainee»ftherefore'ghe”sdper01sgr'1s_b{;;

encouraged: to use standards-of performance expected from satisfactory

e,

< 7" 7 7 "Probationers in evaluating Trainee progress. In other words, an Average
\ e ettt e . - R oy 4

e

rating for a Trainee meang he or she is equivalent to a satisfactory or
. - ’ * Y .
average Probéfioner.) ’ :
: @ 1~ s

- . e

. -3 *
* ’ 4
(] «
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